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/ 



COLLEGE HANDBOOK 



•The Policies of the Board of Trustees of the State University of 
New York "require the chief administrative officer of each college to be 
responsible for the preparation and publicatit)n of a college handbook,* 

• "Such handbaok should include ,an administrative organization 
chart, a statement of administrative responsibilities, faculty 
by-laws, local policies and such other information . concerning 
the college as he may deem advisable and shall be made available 
to all members of the academic staff of the college." 

This publication by statement or reference is intended .as a 
comprehensive guide to individual faculty members in their participa»tiori 
in the. defily acti^vities of the college, ' 




They>wlll find here statements of policy and guides to procedures 
which,,..«Ed?e intended to minimize cohfus'ion and increase professional efforts, '\. 



Prepared l^x 'the Vice President for Academic Affairs 



*State University of New York, Policj.es of the Bqard of .Trustees ,. 
Febcuary 1, 197^, p. 6. ' • , 



8 



/ 



o 



H P 



O 
(M 



OJ 

o 

OJ 



o 

CM 



o 

CM . 



P4 



pq 

M 
CO 

o 
Pit 
w 
w 



0) 

bO a 
0) O 
H 'H 
H'-P 
O OJ 

a u 

-p 

H w 
H 'H 

o 



O 



-P 
10 

't/3 
(/] 



cd 



C W I 

O C TZi 
•H o cd 

+3 .H 

cd -p •^ v 
O OJ o 

-p 

OJ (d 'H 

o en 

•H H H -P 
H H rJQ ^ 
^ O ?S OJ 




O 



03 ^ 

3 -p 

Q) (d 

^1 cd 

o ^1 

TZi O 
O 



■p 

o 

jcd 
o 

CJ 

(D 



c: 

0 



o 
c: 
(d 
is; 



(0 
•H 

■P 

o 

c: 
o 

CO 



■p 
-p 

•H 

> 



-p 

O 



-P 
OJ 

CO 

a. 



0) 



-P -P 
cd -H 













w 
























































cd 










-P 














o 


















\ 














■p 




1 








o 






(d 








-p 


(U 




H 










Tj 




0) 








-p 


»H 








o 






CO 


O 












(U 






1 


a 


o 


■p 


^1 


0) 






0) 


-p 


(0 


Pa 


o 


0) 


CO 


u 


o 


»H 


•H 


H 




•H 




CO 


0) 


<w 


H 


O 


Q 




CO 




<H 


O 


•H 






<: 


■P 


O 


O 


-P 







0) 

0) 
CO 




ERIC 



9 



00 00 00-t^ VD CO CU O t^OO ir\ 0\ LT^ CV/^ < 
LPkLr\LPkLPkLPkLPkt— ^ ir\ ir\ ir\ ir\ ir\ ir\ u\ ■ 



H r { C\j OD H ^ H ^- OO 

^^OJ OOt-HOH^VO 
IfNLT^OO UT^H^OOOO^^ CM 



LTN LTN LTNOO OJ 

O O O OJ o 
OJ OJ CU H H 



00 

H • On 00 

LTN <: <; HO 

w OOVD OOJ HOJH 

-P FH CM OJ OJ 

' ^- pq c\j OJ o rJQ OJ 








OO 












V£) 




H 








CJn H 




CM 


00 


o pq upv 


O 


H 


VD 




H 


tr- tr- O 


CU 


H (/] 


O 


CM 03 CM 


CM, 


O O H 


OJ 


-P 


H 


OO +3 CM 




H H 


CM 


w 






Piq 














C C Q> 


C 




(D 


n Qj 


(U 


•H 'H m 






H 


QJ QJ H 




> > (d 






•H 


QJ n H 








-P *H 


(d 


^ 'H 0) 


H 


H W 






pq 


O Pn^ 


pq 



H N/ 

OJ o 

^ 0) 

Eh -P 



Xi 
o 

OJ 

(/] 

■p -p 

4J cd 

o o 



o <d cd c 



-P O 



U 

O -H 

(d <w 
-P 

0) (d 

o o 

ft; Q 



+3 

^1 H 
(D cd 

-p m 
■p ^ 

pq > 



o 
o 

c 

OJ 



■P 

(d 



■p w 

•H CI 

CJ -P 

(d (d 

is; o 



pq 

>> 

o 
a 
(d 
is; 







c 






(D 












o 






















C 








H 5) S 


-p 


a 




CO 






Od 




H Cd 'H 


-p 


X 




c 


Oh 


CO 




Od 


QJ ^ ft 


•H 


o 




-H 




OJ 




-p 


Ji-^ -H cd 










(U 




•H 


c 


cn 


pq 








C 








CO 




OJ 


Gd 




•H 


o 


& 




•H cd QJ 


od 


c 








pl^ 




H t:! C 




•H 




-P 








od 


H C 'H 




H 




O 








H 


ar 




un 


or 


Gd 






ar 


0^ o :^ 




CM 




Q 


o 






Q 



OJ 











(D 


^1 




od 






QJ 


C 




1 
















(d 








•H 


OJ 


•H 


H 




1 


o 


> 






o 






(d bO 


(D 




o 


o 










P>^ 




■P 






o 


a 






CO 






V H 


^1 • 


-P 


CO 


•H 


(d 




P^ H 


(d > 








•H 








Q) 


CO 


a 




■P « 




Xi 




0) 


•H 


o 


CO 




o 


i 


o 




c 




0 -P 








" u 


QJ 


6 ^ 


§ U 






U 


•H 


ft 




CO (U 




PP 


> 


cn 


P4 ^ «^ 


hi 



is; 
o 

£0 



(d 
■p 
p( 
-p 
-p 
riti cd 
o O 
•H cd 



(d 

-H 

■P OJ 

(d (d 

Is; CO 
cd 

U H 
OJ 



X 



hD « is; W Q 



■P 
U 
0) 
X 

o 



o 
cn w 



o 





















od 




-P 








•H 




U 




CO 








OJ 


o 












CO 








-P c 


o 




o u 




•s 


■P .H 




o 












•H 




•H 


Gd 




is; 


ft 


Re 


is; 


SI 




CO 






.M 


pq ^ 




(d 


OJ 


S 


U 




•H 








o 




H 




H 


> 




H 




(U od 






o Gd 


-H 










hD Q 


:2 



CO 
QJ 

o 









CO 










































X 




























o 


a 


















o 










CO 








QJ 




-p 








o 






















a 








(D 












OJ 










QJ 








? 




(D 








CO 


CO 








1 












■P 






H 


OJ 


(D 




cn 








■p 


-p 










CO 


cd 




•H CO 








CO 




a 








(D 




-P 








H 


o8 




•H 




OJ 


(D 


CO 




O 






O C r-j 




O 












rcJ 












•H o cd 




O 


CO 








•H 


•H 


o 




^1 






-P 'H C 


X 


X 


QJ 




< 




CO 


CO 


•H 




OJ 




OJ 




o 


•rtl -p 


a 


•H 








OJ 


(U 


CO 








a 


03 


•H 


cn 


cn 










u 


^1 


CO 










^ -P 


-P 
















o, 


•H 








p^ 


+3 cn 


7^ 


QJ H 


CO 


-P 




G 












B 






w , 


-P 


btO 03 




cn 




O 


■p 












O 


<M 


c o 


•H 


QJ C 








•H 


c 


o 






o 


w 


o 


h-i-H 


-P 


H O 


1 


QJ 




-P 




















CO 


H 'H 




-p 




O 




> 


> 




(d 


<M 


<M 


u 


<w o3 




O +3 




03 






•H 






O' 




o 


o 


o 


OP:^ 


M 


O o3 








^ 


CO 


-P 


-P 




-p 






-p 






o 






o 


-P 


0) 


c 






CO 




^ 


(d 


U 








03 


•H 


CO 




(d 




o 


•H 


o 


o 




O ^ 


O 


O 


ft 




CO 






-p 


-p 


-p 


M'-P 


-p 


•H 


+3 QJ 


-P 


-p P^:i 




O 


CO 


M 




CO 


CO 


o 


(D 


o 


o 




O W 


o 


o 


O 




0) 




OJ 


•H 


•H 


(U 


p:^ 


Q) 


OJ 




(D o3 


(U 


QJ C 






cn 




a 


CO 


CO 






U 




o 


U C 


^ 


U o3 


•H 


03 




03 


•H 


CO 


CO 


•H 




•H 


•H 


o 


•H Cd 


•H 


•H QJ 




0) 




♦^QJ 


> 


< 


< Q 




Q 


o 


o 


Qs: 


Q 


Q Q 




Q 




Q 






















10 











-p 

QJ 



o8 

3 G 

^ 0?^ 

X -H 

•H O 

<w G 

O O 
•H 

H -P 

O 03 

5 g 

o o 

cn <fH 



o 

H 
O 
ft 
O 



O 

U X H 

QJ +3 +3 O 

•H ^ ^ *^ 

<*H <*H <*H <*H 
O O O 0 



G G 
•H QJ 

0) o3 

ft ft ft 

O QJ QJ QJ 

cn Q Q Q 



QJ QJ 

^ B 

+3 4J 
03 




QJ 

CI 

o 



t^-<5o HMD ^ HHHLPvLrAcoaD 

OJ OO On^ tr— oj oj ooco O H OJ CSJ 

^H^CMOO HH^CUCU^HHCUH 

UTNLTNLrNLTN IjpsLPkLPkirNLPkLPkLALPkLfNLPk 



O 
•HI 

Cm 

O 



o o 

OJ O OO H 
H OJ OJ 



OJ 

o 

a\ H OO 

O H 



dj,^ ^ CO 



OO OO UTN VX) OJ O 

ro^ W O OJ OJ H H 
+J H OJ OJ 



(U 




o 

QJi 
CO 



^1 

(t) 

I 



^1 o 

cd ^ 
CO s o o 

or: 



(D q; 



o ^ 
cd 

o Dc; 



C 

u 

O C 

^ ^ ^ ^ ^ q; o 

(U O (l> h CO 

•H o H w o n 
1^ (d QJ 

^ 'H +J QJ TZi P 

CO oJ oJ ^1 oJ 



QJ ^ ^ 

> QJ QJ 

O 4>4 nd 

o q 

o 3 

+J W 
QJ 



QJ 
C 
O 

QJ 

H 
QJ 

+J 
C 
O 



>, H 

^ o ^ o 

cd (d 0} CD 

trj ^ O O 



Q) 
O 

o 

•H 

o 



QJ 'H 

^'^^ 

CO 

H 
03 QJ 
QJ -H 

i § 



^ H 

QJ S 

Q CO 



2 ^ 

w H 



•H -H 

:2 :2 



H W 
QJ 

CO OJ 



•H QJ 



U 
O 

QJ 

o 

QJ 



^1 m ^1 .H H w 4f 

QJ • QJ QJ ^ U QJ C/i 

^ S ,o ?H Cd 0 

o 3 o 'H ^ a • 

Dc; »-3 Dc; > o t-D Dc; 



1 

O 



Q Q 



U 

(d 

QJ 



cn 

QJ 

(d 

c 
(d 

C 

•H 
QJ 
U 
O 

o 

+J 

G 

QJ 

Cd 

QJ 

• Q 



en 

QJ 
O 

C H 
QJ cd 
•H O 
O .H 

CO W 

ft 'H cd 
(d bOrG QJ 

^ O ^ 

bO H H CJ 

O O cd QJ 

QJ QJ QJ Dc; 

O O W 



<4H <4H <4H 
O O O 



03 
O 
•H 

(d 

■p 

cd 



QJ 
CJ 

a 

QJ 



O 

c 
o 

+j .H 

w o 

•< CO 
^ H 

ft <d 

O W CJ 

o 



•H -P 



d .a 5r o 
S ct, ct, ct, 



o 

•H O 

q H 

p o 

^ |>> o ^ 

O bo O Oh 
H O 

O H ^ ^ 

O O O 

O 'H QJ 0 

CJ QJ QJ 

CO O ft ft 

Oh CO CO CO 



OOOOOO OOO 



+J +J +J .H 

n c p 

0) QJ QJ cd 

S S a CJ 

+J +J +J ^ 

^ ^ cd W 

ft ft ft 

QJ QJ QJ 

O O o - 



P P 



p p 



p 
a 

QJ^ 

P . . 

u u u 

cd cd cd 

ft ft ft ft ft 

QJ O) QJ QJ QJ 

Q O O O O 



QJ QJ QJ QJ 

S S S 
4j 4j 4J 4j 



P 

a 

p 
cd 

ft ft ft ft 

QJ QJ QJ QJ 
O Q Q O 



P P P 

add 

QJ QJ QJ 
P P P 
c3 0^ 0^ 



P o 
d H 
0) o 



TZi 

cd <: 
ft 

QJ 

o 



11 



CO 



CO 



o 

Ol. 
CO 

a: 




to 
c 
o 



VC iXD V£> 

r— r— ' r— 

UD 
LD LO 

00 00 00 
C\J <NJ CM 

cz c c 

a ? ? 



I- 
o 



VD VO f - 

O O CVJ O CO 
UD VD VO VO VO 
LO LO LO 



f~— r ~ C.".J r- ^ /-— »- 

OsJ C\J I — ex* CO 

c: c c: c c: 































*T3 














(U 






U 


































o 


0) 




CO 














CO 


cc 


















c: 




C 


C 














o 


<u 




'f— 














OL 


q; 


s 


E 




c: 


-O 










>> 




•o 




<u 




QJ 


u 






o 






E 


> 






>- 


•r- •» 










cx 




jQ 


> 


J— 


fU CO 


Ol 


c= 






o 


CJ 








^- 


E 




q; 






U 




QJ 


-J 


^- QJ 


LU 




c= 






QJ 






»— < 








c: 




^ > 




a. 




cc 






CO 


o 






c: 




a> 




CO fT3 


JZ 


<U 


in 




o 


•e- CO 






on 




u 


U 


t. 






4-» 4-) 




o 




q; 


J- 


JL 


QJ 






C C 


e 


JZ 


O 








O- 


9 


QJ 


13 3 


-"3 


U- 






QJ 


O 






Cn 


O O 


O 


QJ 


oo 


to cr> 


1/5 






>) 


TO 


u u 








13 q; 


<U 


<U 








u u 


u 




a: 


CO ^ 




q: 


CO 




CO <C <t! 



QJ 









ro 










«^ 












UD 


UD 


IT) 


in 


tn 




LD 


^ 


LO 


C\J 




O 






TD 


o 


O 




f — 










\ 










^) 
u 


ce 


QJ 


c 


c 












> 


> 




? 


? 


I- 


I- 






L 


QJ 


QJ 




U.J 


Li4 


to 


CO 













C 






•r- 


o 






C 








c 




C 






ro 


o 












•o. 
















CO 








o 




q; 








O. 








O 


LO 




QJ 




n 




q: 


4-> 


o. 






C 


E 


u 


TD 


' n3 




n3 


C= 




o 


Lu 


n3 





ro 

cn 

UD 
IT) 



CO 

cn 

UD 

ui 



CO 

q; 



UD 



r— 



CM 
C 



ro 

CM 
VD 

IlT) r— 

cn 
to 

C QJ 
•r- to 

^ t 



It. 





to 




la 






c 










0 




4-> 










C 




U U 


4-» 




(U 




•r- C 


•r— 




CD 




E CJ 










XJ 


'r— 














to 




> to 


Cr 




QJ 




u T- a» 


u 


to 




n3 


<: q: 




<u 


0 o> 


4-> 


*I 1 




•r- 


4-» C 


CO 


»— ♦ 


4-» 




CO 'r- 






C 


OL 


4-» 


1 


•r- to -r- 


O) 


Cl 






T? 'r- TD 


G 




03 U 




c o 


- cxco 






40 4J 






4-J r-— 


$ 


to JE to 
ID -fe =3 


nb 


nd 


c a: 




0 < CJ 


LU 


<0 Q 



OS 

s: 





1 




>> 
(U 




4-» 


( — • 






,r— 




'<D 




<C 




to 






s 


Q- 




CD t/) 


r— 


c: 




LU 


>- 


C Qi 


Qi 






Q 


q: 


«r- Qi 


-C 




0 




<: 


x: 


U 


Of 




q: 


1— 










c> 


LU 


Q) 0 


z; 


QJ 






q: 


c 0 




C 


CO 


2: 


0 


•r- 


to ^ 




q: 


0 


LU 


U 


OJ 


U 




1— 1 


CO 


Q) C 


u 


QJ 


<c 


CO 






c: 


jC 


u. 




H- 


4J to 




4J 


u. 




2: 




u 


fO 


<C 


h— t 


LU 


CJ CO 


u. 


CJ 




Q 











CO 
CO 



fC 
r— 

q; 

E 
ro 

a. 







0/ 




4-» 


C 


{= 




q; 




□l 








03 


c: 




>> 






rtJ 


6 






0 


03 ' 




CJ 


> 





c 

>> 

, I— 

u. 

^« 
(U 



OL 







>» 






















3 








0 


CD 


a. 








0 










cn 


c 












q; 


0 




03 




or 




s: 







>> 



113 

3 




X3 

QJ 



o o 

on tx 

a> C 'r- r— ft) 

^ q; > 4-» ni 

•r- Q 3 c: 

:c LU »— >> 

fOa r— 

c: >>X3 03 o 

x: U C U 3L. 

O 03 QJ fT3 

s: >- CJ 



r- 4-» 



3: c 

QJ «i- 
CO 

CU 

cn 

QJ 
O 4-» 
QJ QJ 
CD O- 



00 

QJ >> 

QJ 

X) 1— 
X) E 
QJ I- 

Cl. 

r- to 
fT3 QJ ' 



E 



OJ 

d 
o 

•M to 
X5 I- 
O 

QJ U 

rr CO 
u to 

QJ 

E 

r— O 

no x: 
3: 



to 

QJ 



.1- 
QJ 



QJ 
CL 



QJ 



03 
4-J 



cS* 

DC 



03 

T3 
> 
Q 



3 

QJ 

a. 



ERIC 



o I— 



o 2: 
I— 

CO cx: 

CD CD 



4-» U 

QJ > 
X) 

to {= 
Qi ro QJ 
U 4-» -O 
CO T- 
•r- CO 
QJ CO QJ 

U to V- 

<: CL 



QJ 
U 




cn 
c 

U X 

(= U QJ Oi 

3 03 x: U 

QJ O CO o 4-» 

\, cn u u 13 c 

XJv*^ U ID O QJ 

<C CO >• o 

CQ 



o 

U 

CU 

CD 4-» 
i C 
>^ 03 
4-» -»-> 
•r- to 
T- 

3 to 
U 00 

a; < 
cn 



I 

cn 



c 

ro 



to 

QJ 



12 



C- c: 

O 03 



•r- U to 

r— QJ -r- 

•r- L- CO 

U -r- 1/1 

03 CD <t 



















to 






dg 




ur 






u 








I/) 








QJ 






CO 


r— 


u 




to 












Oi 




(X» 


•r— 


XJ 


1 


4-» 


1 ft) 






u 


CD 


03 


u 


c: 


u rc 








1 


QJ 


0 


QJ 


0 


CD 




> 


QJ 


DC 


4-» 


X) 


4-» QJ 


1 




I- 






•r- 




•r- 0 


cn 


QJ 


c c 




c: 


to 


c: c: 


c: 


c: 


CO 


ro fO 


03 


03 


QJ 


03 Qi 


•r— 


03 


C 4-» 


•r— 






•-D X) 


to 


4J 




QJ to 


X) 




1 






to 






0 


-0 


c: 


xr CO 


x: 


• f— 


' I- 


C 00 


■M 


ro 


0 


ro QJ 


u 


to 




2^ 


CO 


QJ 




QJ cr. 


u 


to 




13 
CJ 


X. 






J 
r- 







OFFICE OF THE PRESIDENT 
ORGMIZATION CHART 



ASSiSTMT TO 
THE PRESIDENT 
Kemerer 



VICE PRESIDENT FOR 
ACADEMIC AFFAIRS 
Coltoan <>' 



PRESIDENT 
MacVittie ^ 



PRESIDENT'S SECRETARY" 
Greeiaman 



- OFFICE OF 
COLLEGE RELATIONS 

Hatton ^ ' 



ALIMNI, EXECUTIVE 
SECRETARY 
^iSauhders 



VICE PRESIDENT FOR 
BUSINESS A^^MIRS 
Quaal 



COLLEGE 
PHOTOGRAPHER 
Smith r. 



VICE PRESIDENT FOR 
STUDENT AFFAIRS ' 
Young 



ERIC 



M 

r.O 
W 

O 
> 



>> 
H 



O 



M 

o 
o 



h9 





O) 




c+ 




P3 




c+ 




fD 


o 






C 


fD 




13 




O 


< 


CD 


fD 








w 


Q 


H' 


fD 


C+ 






fD 










o 


O 


H 




H 




fD 




fD 


fD 








O 






O 












c+ 







OJ 

o 

o 
o 



fD 

H 
c+ 
■fD tJ' 

fD 

O H' 

O 



Q Q ^ W 

fD fD O 

O O ^1 

H-OQ fD 

O ^i H' 



o 

fD 
t3 
O 
fD 



m 

fD 



w o 

o o 
p. 

fD O 

O H' 

fD O 

po 



0 bd 

1 ^ 

H' O 



> 

c+ 

O 

O 
H 
O 



s 
1 



o H- ui 

' o 




o 
o 



pO H' 
C+ CD 

po 
c+ 
H' 
O 
C/] 



o 









fD 




po 


w 




c+ 


»* 


pi 








,H' 




fD 




iC/3 


o 




P3 




C+ ' 




P' 




O 




D 




po 




H 










fD 






p. 




O P3 






zn 


oa - 


o 


O R« 




H' 


o 


fD M 


0 




H 


O 




fD O 


o 









oa 






c+ 


fD 


c/a 


pi 




fD 


p^ 




M 


H' 




w 


fD 


o 


H» 


M 




o 










Q 










oa 








p^ 
















fD 






^1 





c+ fD 



c+ c+ 

o 

> 

po O 

H c+ 

fD H' 

W c+ 

fD H» 

po 

O 



o o 

O Q 

N.- p: 



P fD 
fD 

P^ c+ 

0 fD 

O 4 
P3 
C+ 

o 



O O 
U) ■> 

p^ 

fD fD 

O- fD 
^ 1=5 
Pi c+ 



oa oa tr^ 
fD 4 



O 

cn 
a 

fD 
P^ 

I 

t:d 
fD 

U) 
fD 



Pj c+ /D W 
pi fD cn c+- 

c+ po ^ o 



c+ O c+ 

Hr fD 'H» 

o cn O 






> 




W 


o 


en 


iPi fD 


H* 


H cn 


w 


'4 H. 


C+ 


IH» Pj 




O fD 


g- 








< 








O 




fl) 







> 


oa 


w 






w 


po 


fD 


H' 


o 


W 


W 


fD 




c+ 




de 


an 








.fD 










< 


cn» 


W 




O 




O 




P^ 


fD 




OQ 




fD 


fD 




H 


c+ 

















fD 


o 


o 












4 





14 







> 




o 


P 


po 


fD 


PL 






^ 


1 






fD 


O 


CO 




H» 


> 


P^ 




fD 


hi. 




p. 


f 










W 






4 





O 




















rJ 


H- 


C/3 


c+ 


pj 


p. 


fB 


ct 


O 








pa 












o 






CD 









o 


H' p. 


o 


o m 


o 




g 












H- 


O H- 








H- 




(/] 




H' 




O 




t3 





SOW 



'CD CO 



* O O O 

hi PJ Hi PJ 





O 






H- 






<^ 






H- 


o 




03 






H- 


p 




O 




H- 






cf- 










■ 






CO 






cf- 






O 






^1 






fD 






cn 





O 










H 


P 




















CO 




h: 


H 


H- 


H- 


H- 


fD 


o 




cH 


W 






H« 

fD 





hd 


I 










^1 


1 


tr< 


(/] 




P 


O 




o 


HJ 


I 








0) 


fD 






H' 


i _ 1 




O 






H- 






<^ 






H- 






W 






H- 


t 




O 






-2. 


i 







(/] 




(/] 








w 












<^ 








O 




Q 








W 




H- 




p. 












c+ 





O 

O 



> o 
o 

CT r1) 



o 
hd 

V hi 

fD 
CO 
H- 

P- 
fD 

^ t3 
c+ 

P 

P ^-<3 
H O 

pi 
CO 
H- 
t3 
CD 
CO 

w 
> 

»^ 
P 
H- 

CO 













o 














OQ 


H 
P 


CO 


H 


H 










d 




fD 
t3 




O 












P 












fD 







,15 



P 0) 

CO cH . 

o c^ 
3 ^ 



o 



o 
o 

fD 
H« 

o 



O 
0) 

o 

ct 



P3 



o 

•"fD 

ct t3d 

fD 

w O 



P3 
3 



3 



o 



S 

P3 

H» Ct 

Ct 

c: fD 
> 

Hj 
fD 

O 

c+ 



CO 



GO 



o :s; 

P p fD 

^ C~i. < 

W O r-" 

ct p3 

-fD V* 3 

^ =^ 

fD fD ^ 

m H- 

rt P3 O 

fD c: 

^ m ^ 

m lr< O 

«<i O o 

fD ct p«j^ 

w ct - 

fD 



c: 



fD H 



H- fD 

O ct 

3 ro 

o w 

H o 

Hs HJ. 



O 

V* fD 

H- fD 

p. H 

fD 

K H- 

O O 

O fD 



CO 
fD 






O 




o 


t-rj «^ 


1— ' 


1- -^ O 


H 


fD 


rr» 








fD 






ct 












W 




Ct- 





> fD 
-< fD 

3 

H 

g s 



o 

ct 

o 



s 

fD 
ct 















P^ 




< 










% 




CO 




H 


o 




fD 






a> 


« 





N 






H' 






t3 




fD 


P3 


fD 


H 


t3 


n 


O 


O 


rt 


P' 


H* 


O 












O 
















P^ 






w 







> 




. m 


d 


ro m 


w 




o 




m p3 


w 








H. in 






ct W 


fD 


p. W 






fD H» 


• O 


T) 




1=1 » 


ct 


3 ,H- 






P3 


O 


D Si 


g 








ro > 


Ct 




p^ 


O 


















CD 








O 


ct 


H) 


CD 




H 




U) 


ct 




C 




P^ 




fD 




!=$ 




ct 




Ui 



ct O W 





O 


> 








o 




cf 




o 


H 




o 


13' 


fD 


H 


0q. 


H« 


H 




H 


fD 


c 


H 


m 


o 






or 




> 


p 




o 






ct 


l=J 






P3 




<i 


ct 




H- 


o 




ct 






H« 






0) 

















> 




fD 


fD 






P3 


o 


Wi 




ct 


ct 


H' 


fD 


H» 


o 


w 




o 




d- 




1=1. 




P3 








1=1 


p^ 


s; to 


'Ct 


rl- 




fD 








o 
1 


H- 
1 







> 




H* 




i (D 




33 


O 


o 




Ct 


H' 


ZJ 


O 


P3 


0 




ct 






fD 






§ 


















o 











« > 




> 






o 


CO 




^ ct 




CO: 










o <^ 


O 


o 




rt-H» 


O 


H 




O ct 


H 


P3 


— 1 


H- 


H 






fD 


fD 




< 


O CO 


Ot) 








fD 






P3 




fDi 








P3 




1=1 p. 
















o 








0 




















H- 




p 




ii 








CD 


o 


o 


H- 


O 




P3' 


P3 


ct 


ct 


cH 


H' 


O 






CO 






o 


O 




H- 








Ct 


P3 






s 







16 



\ 





o 


> 


o 


o 




c 




tr^ 


M 


1^ 


1^ 




1^ 




W 


> 


l7j 








O 


> 








cn 





O 
K 







p 


o 


o 


H 




p. 


H 


o 


c+ 






o o 


O 




o 


Gt) 








13 


c+ 


p. 


p. 




c+ 


P3 






p. 


p. 


O 


o 









ERJC 



17 



CO 


> 


o 


w 


o 


o 




> 




< 






ll— 1 


w 


M 


o 


s 




w 


H 




cn 


O 


w 












^ 






o 













o 




> 


o 










s 






M 
CO 


M 
1^ 




CO 


1^ 




M 


w 




o 


t=^ 










CO 


o 




















n 


CO 


> 


Q 




o 


S 


> 


> 








M 




w 


1^ 


> 


s 


Hi 




M 


t=^ 




o 




CO 





w 




a 


t-^ . 


o 


o 


w 






o > 


M 


s 


»^ ^ 


!^ 


M 




> 


1^ 


o 




1^ 


tS! 


M 


w 


CO 


ON 


w 




CO 


ON 



'O CO 

O W 1^ !3d 

s »^ > 

S W 



o 



CO 

CO W CO 

a M 

CO o 







o 




o 


o 




!^ 




CO 






o 




M 








o 






c 


w 






w 




















o 






o 


w 


> 




CO 


o 






a 


M 


> 


tr" 


1^ 




1^ 




o 




w 






w 






o 



o 
C 

K 



10, 



W. ' 

ADMINISTRATIVE RESPONSIBILITIES % ^ 

. m ;© 

■ ■ • ■ w. 

Chancellor : 1 



{ 

The Chancellor 1^ the chief executive officer of the State 
University of New York'. He is responsible to the Board of Trusteedi; 
for these powers, duties and responsibilities assigned to him. He 
is a voting member of the Geneseo faculty and a member of the local 
Administrative Conference. 

Vice-chancellor |>r Academic Programs : ^ . ^ 

The Vic/-Xh^ancellor for Ac ademi c Programs is an executive 
of/icer of -tihe central staff of the State University of New York y 
who is responsible to- the Chancellor and the Board of Trustees for 
those power s , ies and responsibilities assigned to him. He is 

a voting ra ember of' th^ Geneseo faculty 

College Counci 

Under ge^ne^al policies determined by the Board of Trustees 
o/ the State (University , the College Council reviews, all major 
^^lans of the^ollege which are defined- to include plans for the 
appraisal or improvement of the faculty and other personnel, ex- 
pansion or restriction of student adnii s s i on s , appraisal or improve- 
* ment of academic programs and of s t andards _ f or the earriing. of degrees 
expansion of institutional plants and appr ai s al ^ or' impr oVeme n t oii 
student activities and housing. ^ * - ^ ^. 

The Council also makes regulations governing the care, custody 
and management of lands, groun<Js;, buildings and- ^e'qu ipment v review-s 
.^%f)udget requests;, fosters the development of citizens' advisory com- 
- mittees; names buildings and groUnds ; make^ regulations governing 
the. conduct and behavior of students; prescribes for and exercises 
supervision over student housing and safety; makes an annual report 
to the Board of Trustees; makes and amends regulations pertaining to. 
the affairs of the^Cbllege; recommends to th6 Boaxd of Triistees 
candidates for appointment as President of the State lilJi^iversity 
College at Geneseo; and performs such other duties or implements such 
powers as mayi be authorized by the State University Trustees 

The College Council consists of twelve members, of whom nine are 
appointed by the Governor with one member designated by the Governor 
to serve a5 Chaj.rperson of the Council, o These nine members serve 
for. nine years and receive no c ompe.n s at i on for .their services. • Three 
members serve as, representative persons of .the alumni, faculty an,d 
student bodies. These three are chosen by the'ir^ respect ive groups 
ari'd serve' as non-voting advisors at .regular Cour^il meeting.s. Counci 
Executive or Special .Sessions do not include t he Ir epr e sent atl ve s of. 
alumni , faculty or student groups . * J ■ 
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ADMin ISTRATIVE RESPONSIBILITIES 



OFFICE OF THE PRESIDENT 

. » - . ' ■ 

. President : . 

The President, is the chief administrative officer of the Sta,te University • 
College at Geneseo. He is responsible to the Chancellor of State University and 
the Board of Trustees, and is directed to promote the development and 
effectiveness of the College through the supervision of members of the professional 
and non-academic staff. At the campus level, he has sole legal responsibility for. • 
appointment, reappointment promotion , ^and separation from. service of members of 
the professional staff. In addition, the President prepares and recoiimiends the 
annual budget request, of the ColJ^'e. ^ 

The P3;;esident administers the academic program of the College through the 
Vice President for Academic Affairs and must approve all course or program 
changes, additions, deletions or alterations prior to .their becoming effective. 
He makes recommendations to the Chancellor and Board of Trustees a:nd t^o the 
College Council concerning the operation, plans and development of the College 
facilities ,\ and gives general supervision to the al\;unni and public relations 
activities. Through the Vice-Presidents for Business Affairs and -'Student Affairs, 
the President supervises the business and student affairs operations of the , 
■ College. ^ * 

The Presic^^ent is appointed by the^ Board of llrustees, after receipt of they 
recommendations bf The State University a.nd the College Council, and serves for a 
^ five-year" terili which is subject to rendVal. . . 

Cabinet : 



The President's Cabinet is comprised of the Vice Presidents for Academic ,^ 
Affairs, Business Affair's, Student Affairs and the Assistant to the President. 
The Cabinet meets regularly and at the call of the President ^nd is advisory to 
the President on all matters affecting the College. The Cabinet also coordinates 
the policies ajid, activitie.g of the three major administrative subdivisions of 
,the College . * - 



}\j^sist ant to the President : 

— TT ' ' • 



^ \ . The Assistant to the President is directly responsible to the President. 
T^J>e ^Assistant serves as the President's representative in scheduled consultation 
sessions with the campus unions, assists in the preparation of routine correspond- 
ence- and the President »*s Annual Report, and assists in coordination of intra- 
'and inter-university relations, • . 
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ADMINISTRATIVE RES|>ONSIBILITIES 



OFFICE OF THE PRESIDENT, cont 'd. ' ^ • 

Assistant to the President for Community Relations : 

The responsibilities of the Assistant to* the President for Community 
Relations involve a general effort to foster strong relationships between the 
campus and the news media, the community and alumni. He is the primary lieu^on 
between the College and .the news media, and works with both campus and cof^uni^ 
.leaders to "promote cooperation and understanding between the college 
community. 

His duties include the supervision of public information and f elated public 
relations prograjps of the College, such as preparati<5|i and dissemi/nation of rrew 
releases; editing the campus newspaper. The Compass > ; supervising/a number of 
official college publications; and ^coopei'ating in th^. development of special 
campus materials. He also ser.ves as Director of College Relations and Sports 
Information Director." • * 

The Compass , the college\ewspaper , is published by the College Relations 
Office and distributed free of charge to th^^ entire campus. Articles and 
information for The Compass should be submitted as far in advance of the desired 
publication date as ^possible. Editorial decisions with regard to The Compass 
are made by the Assista^rT^p the' President for Community, Relations . ^ 

Theb Assistant to th^President for Community Relations is available to , 
consult and advise faculty, staff and students with regard to publicizing ^ 
special projects and programs. He is responsible to the President. 

The College Photographer^ is a member of the College Relations Office 
staff. Requests for photographs ^should be made in advance whenever possi/ble 

to facilitate scheduling. ' / 

<» ' ' . • 

/Clumni Executive Secretary : . , 

The Alumni Executive SeGretary is responsible to the President t^hrough 
the Assistant to the President- for Community Relations for maintaini4ig liaison 
with the alumni of the College both by personal contact and through' preparation 
of the Alumni Magazine . Among the respfensibilities of the Alumni ' ^ixecutive 
''Secretary is that of working closely with the Offices of Admissions and Placement 
to foster the' assistance of alumni in recruitment of students and 'placement of 
graduates. The Alumni Executive Secretary is an ex~officio member of the 
Alunpi Council of^Geneseo, and assists the Director of College Relations. 

V " ■ 
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ADMIN liD'iWlVE REi;PO|SIBILITIES 



COLLEGE COMMITTEES 



Campus Community Council , 



The Campus Community Council provides a regular opportunity for the faciilt; 
students and administrators to participate as colleagues in the development oj 
a •fei'eative college by devoting attention to the broad area of campus and coijmiunity 




The Campus Community Council also is a primary source*.of advice 
and counsel to' the President of the College, the' Chairperson of the Faculty and 



i^i^lationships , 
and counsel tc 
the. Chairperson of the Student Central Council. 



The paemb\2rship of the Campus . Community Council, reflects a wide 
represen|atiorv of the college community. The Presid'^iiit of the College serves as- 
chairperjon of the Council, vhich also consists of seven faculty members, seven 
student^ and four adjninistrators . Meetings are held each semester on a schedtile 
develc^d by the Office of College Relations. The meetings are held in the 
President * s. Conference Room in the Ervin Administration Building. 



College Administraitive Conf ereti,ces : 

Established pursuant to the Policies ^ of the Board of Trustees, the Col^lege 
Administrative Conference i^ an advisory and consultative body to the President 
of the College at^ Geneseo. It is. comprised of the Chancellor of State 
Uni-versity, the President of the College at Geneseo, the Vice Presidents, the 
Deans and Chairpersons of Departments, and. such other persons as may be 
designated by the President of the College at Geneseo. The College Administrative 
Conference, meets at the cal^ of the President of the College. 



Adminisl^rative Council : 

The Administrative Council, consisting of principal administrative officer^ * 
of the College and other selected person^^' including students^, meets regularly to 
advise the President of the College. In 'Addition, the Administrative Counc^il 
discusses policy proposals and the operation of the College, serves as a means of 
communication vith the personnel of th^Colle;ge, and reviews appropriate long- 
range plans for the^ College and such .<5ther ^matters as shall be brou^ght to its 
attention. Meetings are held monthly dji the President's Conference Room, and at 
the call of the Presj-d-ent. - . 



ERLC 



Campus and Community Liaison Committee : 

The membership "of the Campus and Community Liaison Committee, appointed by 
the Presiderrt^ of the College, includes representatives from both the College and 
the CommunitS 




The purpose of tTre-^QB^ittee is to provide an opport^unity for general 
discussion of problems whic^r^§:re-^Q£,,^utual concern tC^the community and the 
college, and to share ideas on cooperS?t±^^/^^^gff^t^. - The Committee -meets two or 
three times each semester on a schedule developM~~-by_the Office of College 

Relations. . ■ 
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ADMINISTRATIVE OFFICES 



' — ^ \ 

OFFICE OF ACADEMIC AFFAIRS ' ' 

Vice President for Aaademic^Af fairs : • /' 

The Vice-President for Academic Affairs is the senior administrative 
officer -of the College und?er the President and is responsible to the President 
for present, and future acadenjic .projgrams, for budget preparation to support 
these programs, for all matters concerning facuj.ty — recruitment, promotion, 
renewal and continuing appointment, and for the support services of the academic 
program. The policy recommendations from this 'officer are made to the Pr-esiqlent 
'after consultation with appropriate faculty committees. 

Assistant Vice President for Academic Affairs fo r Curriculuufn: 

: — 5 — ' — 

The Assistant Vice President for .Academic Affairs (Curriculum) is 
responsible. to the Vice President for Academic Affairs for all matters pertaining 
l^o thfe Collegers undergf*a,d^ate curricufar programs and is concerned with 
i^Dstructioh , academic advisement, admissions and registration. 

■ « 

Assistant Vice President for Academic Affairs for Academic- Budget and Personnel : 

I The Assistant Vice President for Academic Af fairs ^ (Academic Budget and 
Personnel) is responsibly, to the Vice President for Academic Affairs for matters 
dialing with the academic budget and pers^onnel, and coordinates academic services, 

Dean for ^Graduate Studies and Director .of Sumer Sessions : 

The Dean for Graduate Studies has the primary responsibility for the 
organization and functioning of the graduate academic programs for the College," 
with the exception of the School of Library and Information Science within 
established policies and purposes. The Dean of the School of Library and 
Information Science and the Dean for Graduate Studies confer about matters of 
mutual concern which relate to the coordination of graduate programs. The Dean 
is directly responsible to the Vice President for Academic Affairs. 

As pirector of Summer Session, the Dean is responsifcle for the calendar, 
curriculum, staffing, and budget plaBfe for the sutamer sessions, and for the 
annual report of summer sessions operations* ' 
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ADMINISTRATIVE R EHPONS I BI LITRES 



OFFICE OF ACADEMIC AFFAIRS, cont'd 



Dean of t^fW School , of Library ggd ^ In form at i on Science: 

The- Dean of the School of Library and Information Science has- 
the primary' responsibility for the operation of the School, within 

establ'ished poli.cies and' purposes and confers with the Dean for 

Graduc^te S'tudi es' about ma%tets- of mutual concern which relate to*^ 

the coordination of g.r ad^at e \progr ams ; and is directly responsible 
to the Vice Presi^lent for Academic Affairs. 



Dean far "Educational 3^'udies 

The Dean for E/ucational Studies has primary responsibility 
for the supervision of the personnel apd educational programs of 
the Division of Zfducational Studies, within established palicies 
purpo s e s . 



and 





Dean f or A/ademic Advisement and Instruction : , ' 

Dean for Academic Advisemekt and Instruction is responsible 
phases of tj^ f ac ult y-s t ude At program of- academic advisement 
'the assistanoi^f the CoordinatW of Academic Advisem^ent the^. 
Dea^ is responsive for the implement^t iqn of the. College policy on^ 
Ac^demic Adviselent. The Dean is responsible tg th-e Vice President 

or Academic J^f airs and coordinates tl^ough the Dean 9^ Students 
with the Vi^ President for Student Aff\irs 

Directo/ of. Admissions ' and 'Records : 



he Director of Admis 
ope/artions of registration 
with the academic service 
records from admission to 
processing of applications 
to Geneseo and is isespbnsi 
studies' to assess tihe admi 
formula used in admissions 
the Director's responsibil 
for Academic Affairs. 



sions and Records is responsible for the* 
, re^cords, and admissions and works cloi 
areas to provide" for the smooth flow 
graduation- The Director supervises 
(freshmen, transfers, re-admits, g: 
ble for the administration of evaluation' 
ssions process and revise the regression 

The Office of the Registrar is/under 
ity. Re reports to the Vice Pre/ident 
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ADMINISTRATIVE RESPONSIBILITIES 




OFFICE OF ACADEMIC AFFAIRS , cont'd. 
Principal of the Campus School ' , ^ 

The Principal of the Campus School is responsible $<)r the 
continuation of good working relationships between the staff of 
the Campus School and college departments. The principal has'^ a 
-large S'h,iare of the responsibility for communication between the 
school and its community of parents an^d is cooperatively respon- 
sible with the maintenance staff for the preservation and'general 
integrity of the building and grounds whi,ch serve the school. He 
is responsible to the Vice President for Academic Affairs through 
the Dean for Educational /Studies. ' / 

Director of College Libraries : / . . 

The Director is responsible for t he ■ s el e c t ion , ' ac qui s i t i on , 
and organization of library materials and prepares and administers 
the library budget, and plans for the growth of library collections, 
services, staff, facilities and equipment. The Director works 
closely with all departments and divisions to maintain the library's 
collections and informational' services a^t a maximum level consistent 
with present and anticipated future needs 
(Df instruction.. He is responsible to the 
Academic N^ffairs. 



in support of all programs 
Vice President for 



Director of Institutional Research 



t 



The Director of Institutional Research reports ^to the Vice 
President for Academic Affairs and is responsible for the collection 
and interpretation of data which are ne c e s s ary , bas e for admini st r at iv( 
decision-making ^and po 1 i cy , det e rminat i on in various areas of the 
institution. The Director also coordinates the completion of all ^ 
questionnaires from so.urcfes outside of the College. 



Director of the Educational Opportunity Program ': 

The Director of the Educational Opportunity Program is 
responsible for the administration of the EOP at the College, 
These responsibilities include: coordinating of EOP Admissions 
^ and- advi s ement , supervision of istaff personnel, arid liaison with 
State and Federal agencies funding the educational opportunity' 
program. The Dire-otor is responsible to the Vice ^^resi-dent for 
Academic Affairs. \ 



ERIC 
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ADMINISTRATIVE RE^ONSIBILITIES, 




OFFICE OF ACADEMIC AFFAIRS, cont'd. 

Director of Academic Sc,hedullng : 

The'responsibilities include.the assignment of space for all 
classes and other ac ademi c ^ac t i vi t i e s held on the campus-* Prep- 
aration and distribution of the final examination schedule for 
fall— ^aja4 spring sem^esters are among his allocated d^uties. Th^ 
Director is al so .re spon s ible _ f or the compiling, editing, and/ 
production scheduling of all' College Bulletins. He carries^'out 
his responsibilities under the direction of the Ass is*t ant /Vice 
President for Curriculum. 



Director of the Computer Center : 

The Director is responsible for the supervisijdn of the College 
Computer Center and for the planning and developm/eht of computer 
facilities and makes recommendations jconc erning /the use of the 
facilities by the administrative and academic ^^re^ of the^College. 
The Director is responsible to the ¥ice Presi(Jrent for Academic 
Affairs through the A s s i s t ant V i c e Pres ident /f or Ac^,ademic Budget 
and Personnel. 



Coordinator of Instructional Resources : / 

It . .is the responsibility of the Coordinator <^f the Instructional 
Resources Center %o coordinate a'nd unify the proiiuct ion , • audiovi sual 
service, and engineering asp^ects of the Center for classroom 
instructional purposes 
President for Academic 



Tlv^ Coordinator is r^^pon^ib^e to the Vice 
Affairs. 



Coordinator of Sponsored Educatiybnal Progj/ams : 



CoGfrdiuator of Sponsored 
liaison between the College 
e sponsoring agencie^s', aijd^,to 



It is the responsibility 6i the 
Educational' Programs to'i serve as the 

and various federal, state, and priv,^ _ _ _ ^ ^- 

obtain and d i s s emi oat e inf oit'mat iou r/fegarding sppnsTored e<fuc a^ i onal 
programs. Working with th^ .Dx^^ctaT^ of Sponsojred Research, the 
Coordirtt^t or ^h^ll ,«t imulat ^ 'propo^l s for gralat funds; assist in 
the' draft ing of grant propos al s ; ^ tac i 1 i t at e ' t>le transmission of 
grant proposals to and through sponsoring agencies; and assist in 
the administration of grant funds. 
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ADMINISTRATIVE RESPONSIBILITIES ./ 
/ 

Department Chairpersons : 

A department" chairpe^on is an ofrficer of the College appointed 
by -^he Presidisn^t^ of thp^ollege "to'pro/Vide departmental leadership* . 
in areas 'of curriculu:m and personnel' (development./ ^he- Chairperson's 
respoi>s ibilit ies are to transmit and /'to interpret /clearly to the 
depa:r1^ment al faculty University and College ;e^1 ic ie s ^ and administra- 
tive decisions., The Chairperson serves as ^ liaison^ officer between 
the College and the administration ancj^ it is in -thiyS capacity that he 
serves as *-an administrator. It -4s a primary responsibility of the 
Chairperson to" report accurately the interests a/id opinions of the 
departmental faculty to the College adjnin i st r at/lon . Tlae Chairpersvi 
has a major responsibility "to represent the i^erests of the 
College. "Thi s r e spon s ibi^l i t^ should be, reflected -,in the recom- 
mendations to the admi ni st.rat i.oiJ;, the Judg^nts on all college ' • 
matters which relate to his '^epdrtment , *Mid his general instructional 
leadership of the department. Th'e Chaiij^per son is expected to consult 
with departmental colleagues, as appro^iate. 

Departmental /Chairperson s hdva /r^spons ibilities for teaching, 
t-oo . ' In thf Chairper^s-t3>-n^I.^s capacity^ ^s ^, teayner he is a teaching 
colleague who Has spec iali z~e"a'""~-adm^nyst rat i for 
relating" depart»ment al matters to/th/e Colri^ge as a whole. The ' 
position' o^f Chairperson is separat/e a^-^ di:sifcinct from that of 

such, a changV^ in/ t e^5L.chiE(|^ or administra- 

will be seea/as ^ndepenya^^ actions. ^^^^^ 



teacher , ; and as 
tive assignment. 



The Chairperson^ is 
tlirough the Vice Preside 
serve at the pleasure o 
the departmental facul 



tions for the Chairpe/son ' s term o^. office. 



pon^ible the /Pre-sident of the College 
for Acad^ic Af ^airis . Chalrpfeor sons 
the Colleg/ Presi^derjt, who consults with, 
on the appoin-tmept and renewal considera- 
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OFFICE OF BUSINESS AFFAIRS • " 

Vice President for Business AffQ :1rs'; ^ , . o ' 

Jhis officer serves , as principal deputy to the •President' iif af 
business and financial, areas of the College: The Vice PresideM^ 
Business Affairs works' with tbe Vice President for Academic Afrakjf^ 
and the-Vice P,fesident for Student Affairs as one of three admin itoat'i ye 
officers directly responsible to the President./ The. Vice President for 
Business.A'ffatrs.must continually' coordinate administrative services of 
the campus and the financial procedures in a way to show a sensitivity 
t* the heeds of the academic community aftd student persoinnel programs. 
In 'addition, the *Vtce President supervfsls. the following programs: - 

Facilities Planning . ^ . \ - \ 
Plant Management' ' ^ ' 

. Budget .Development and Qpntrol 

Methods, Systems and Communications " . ■ . ' 

Qampus Safety and Sifcurity » . ; ' 

Contracts ' ' - . j ' - 

- - . ^ Purchasing ' . * • 

" 'Personnel', including payroll , labotsrelatians : . 
_ , ^ ^Resource Management Services, including: * Centr*al . 

Duplicating^t^Central Stores, Travel, Ma-i'l , and 
■ - Insurance . , , • 

^ ' • * / Business and Fiscal Affairs Programs of Nom-State / 
' ' Organizations, such, as the Research Fb'u'ndatioiit of . 

' . ' ' State University of New. York a*nd other? - 



■ -Assistant Vice ^Pr6sident for, business Affairs :- . '\ 

Ihis officer is responsible to the Vice "President for Business 
Affairs for the^cdndkrct of al 1 ^ matters -relating to 'the persopneK ^, 
administra.ti ve services and fiscal affairs progVams of * the Cotlegief 



Budget Control " Qf f i cer ('u ' ' ' , _ ' - . 

. This officer is resppnsjble to the )/ice president for .Business ' 
Affairs, for the preparation of the College Budget in cooperation • 
wivth the President and the *Vice President for Academic Affailhs and 
^ Student Affairs'., The functions of this office include compiling - 
.data on previous 'expenditure experiences fo^; use t'n future budgeting,, 
'eantrol,! ing the iBxpenditures of all Soil ege funds ^ in .accordance wi th 
State requirements and budgetary allocations and j'ustif icati'ons'^and 
'liaisdri between State. p,ivis.i on of Budget or SUWY Division of Budget 
'and the campus, ; ' ^ " 



ADMINISTRATIVE 'RESPONSieiLlTIES 
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•OFFICE Of BUSINESS AFFAIRS, cont'd. . ^ •■ 

Director of Personn el: 

The Director'of Personnel is responsible to the Ass.istaii't Vice 
President for Business Affairs for<all aspects of the payroll as -well ~ 
as all personnel transactipns , fringe benefits, ahcJ the. hiring of Civil 
Service staff members. 



Director of Purchasing: ' 

^ The Director is responsible to the Vice President for Business... 
Affairs for the coordination of expenditures of State Funds for pro- 
curement of &n supplies, equipment, services, preventative maintenance \ 
and service contracts and rentals, in accordance with New York State 
Comptroller' s^ Rules and Regulations and Office of General Services, 
Division of Standards and Purchase procedurqs. The duties also include 
inspe'ction, installation and inventory of equipment and authorization 
for payment 'of such items. . , 

Director of Campus Security : ■ ■ . ' . 

The Di^rector of Campus Security is a division head under the super- 
vision of the Vice .President for Business Affairs, within the framework . 
of broad- pol icy, guitJel ines estabTished by the President,/ Vice President 
for Business Affairs, 5fnd the Office of the. Coordinator of Campus Security, 
and is responsible to direct all aspects of the security fumction at State 
Univ^er^ity College of Arts and Science at 'Genesep, the supervision and 
direction of jthe Security force &nd responsiblipy /or the establishment 
and carrying out of a traffic control program, safety program, general 
s.ecurity matters , .including investigation of minor anji major offenses, 
and referral of -these* to appropri^ate civil law enforcement agencies and/ 
or^. courts. v>- ' 

Plant Supefin[tendent ; . . . . . ■ * . . \ . 

' ' I ' i " " ■ ' ^ ' '■' ' • ' ' 

^ ' TPie Plarft Superintendent is tl^et,Di rector of the Physical] Plant and 

is re^,p*onsibie for the' maintenance and the operation of the Ph;^ical 

Plant of ' the|College. Assigned responsibilities'include overall suiper- 

vision of thi grounds, power, maintenance, and cujtodi'al. departments. 

The Superis^tBndent is responsibleoto the- Vice President fof Business' 

Affaifs. 1 • ^ ' ' ^ > >^ 
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ADM I N I S TRAT I V E RESPONSIBILITIES 



YCE of business affairs, cont'd. 



V^rector of Facilities : ' 

>^ ' This officer is responsible to the Vice President for Business Affairs 
and is concerned with planning, development and utilization of facil ities. 
He cooperates with the State University Office for Campus Development, State 
V Uini-versity Construction Fund, Office of General Services, Dormitory 
^ Authority and other governnjental agencies. He inventories campus real 
'properties and physical plant. He pl&ns rehabilitations and coordinates/ 
administers capital budget rehabilitation and repair account projects and . 
^equipment selection/ installation. 

Director of Sponsored Research : 

The Director is responsible for the dissemination o.f sponsored 
research information and for advising faculty members in the preparation 
of proposals. With respect to sponsored research and programs, the 
Director serves as the loc^l coordinator between faculty and the Research 
Foundation of the State University of New York and serves as the campus ; 
liaison officer for the. Washington, D.C. office of the State University. 
The Director reports to the Vice President for Business Affairs.- 

Af f i rmati ve Acti on Of f i cer : * * ' ^ 

The Affirmative Action OfKcer shall have immediate and continuing 
responsibility to implement the College's Affirmative Action Program; 
including development of reporting, monitoring ^nd auditing systems. 
Assists in the personnel matters relating to the recruitment and selection 

^of professional and non-professional staff. Relates to state and federal 

'agencies concerned with Equal Employment Opportunity, 
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ADMINISTRATIVE RESPONSIBILITIES . . , - . 



OFFICE OF STUDENT AFFAIRS 




Vice President for Student Affairs : 

The Vice President for Student Affairs is -^he generaiJL executive and policy- 
officer responsible to the^ President for Student-College ]::.elationships and for 
student services. He advises administrators and faculty 6n student needs in 
connection Vith. all phases of College planning; encourages and coordinates 
.student pa^rticipatiou in, college governance; selects and sup^rvi^es administrative 
deans emd directors of student aTfairs divisions; administers the budgeting, 
planning, organization, and/delegation of functions ;■ and provides ' leadership in 
the formation of student affairs policy in consultation with students / faculty-, 
.and staff. 

Dea n' of Students and Assistant Vice President for Student Affairs : 

^ ' The Dean is the principal associate of Vice President for Student Affairs, 
responsible in iiis absence for direction of all Office of Student Affairs 
functions. Assumes major 'responsibility for personal welfare and overall 
educational development of individual students , maintaining the College office 
for general student guidance, problem solving, crisis management, and appeals- 
coordinating combined resources of the College on behalf of the individual. 
Superviags student conduct and the educational disciplinary process. Provides 
educational leadership and .applies behavioral sciences, to the development and 
administration of College policies, programs, services, and student life. Advises 
and assists- business and security officers in control of non-students on campus. 

The Deem and his staff provide for the individual a focus of attention ; 
which might otherwise be lost in the transition between different offices, by 
coordinating several services for a single purpose or by showing where to begin 
solving a problem. They serve as generkl advisors to individua^ls and gVoups 
(e.g.^, describing student options ,. assuring full opportxmit/, interpreting College 
requirements or decisi^ans , mediating conflicts, investigating complaints), make 
referrals to specialized services, consult with pai*ents and faculty ^ and. -administer 
certain regulations. • ' ■ , ' 

Associate DeeiSa' gif Students : ' , . ^ 

The Associate Dean is the principal associate of the Dean^of Students and, 
in addition to Dean of Students .functions mentioned above, provides leadership » 
and supervision for the residence hall program. 



ADMINISTRATIVE RESPONSIBILITIES 



OFFICE OF STUDENT AFFAIRS, cont'd. 
Director of Financial Aids: 



' The Direc<^r is responsible for a comprehensive program of 
student financial aids (scholarships, grant s , /loans\ \*'5)r k-st udy , 
part-time employment), including centralized information and 
application ser^ljices, guidance interviews, authorization and 
administration oW financial aid allocations, and concomitant 
relations with governmental and other sources. The Director 
coordinates functions of Financial'^ Aids Division with other College 
units, and exerts educational and administrative leadership in 

'student aid policy and program development! A3 chief financial. 

V^^^^^dvisor in special cases the Director shares advLsory duties 
Vith othei^ Ttaff members, and is resp'bnsible to the Vice President 
'for Student Affairs. . ^ • 

Director of Placement and Career Planning : 

Directs comprehensive career planning and placement program 
for the College, advising students on career development and 
helping them plan specifically for further academic work or obtaining 
employment. Counsels students on self-evaluation, employment ^ oppor^ 
tunities, and vocational selection. Advises for decision-making 
relative to specific career opportunities, effective Job candidacy, 
evaluation of offers, and selection. Provides career infbrma-tion 
services and library. Administers employee-College relations ^ and 
recruiting. Administers student registration, assembly and 
distribution of credentials, and interviewing procedures.^ Performs 
follow'-up studies on career patterns of graduates. Coordinates 
placement function with other College units and exerts educational 
ahd administrative leader ship\in policy and program development. . 

Coordinai:or of. Nursing and Administration : 

Acts as chief nurpe and coordinates all nursing and adnTini^strat ive 
''^.fervice functions of Uhe- Stud:'ent; Health Center. Coordinated, patient 
care. Manages budget, r^equi s it ion , inventory, and use of rq^-edical - 
supplies and equipment, and interviews s ales' rep»resent"'at ives . 
Schedules nursing staff services and ^opducts staff meeting's and 
training sessions. Mariages health services correspondence,, records, 
office prodVdures, information for student s ,; accid^ent reports, 
transportation services, and the Health Center facility. Performs 
regular duties 'of a registered nurse when required. Report-s critical 
incidents such as hospitalization to tixe director and to the dean' 
for counseling and clinical services. Assists in campus health and 
safety programs. Provides guidance for.^tudents and referral ^to 
psychiatric or counseling services. 



31 



ADMINISTRATIVE RESPONSIBILITIES . ■ ^ . ■ 

■ ' - ; • . \ ■ 

OFFICE OF STUDENT AFFAIRS, cont'd, i ~ 

Deap for. Counsel i.ng and Clinical Services ; 

Directs comprehensive psychological, vocational, and educdtio,nal 

counseling and testing program for t he . Co 1 1 ege-- inc ludi ng ' 

supervision of Placement and Career Planning and partial administrative 

supervision of Health- Services. Acts as chief counselor in con- • 

nection w'ith special referrals, administrative' evaluations, and . 

Wsyc-hiatric liaison, and shares all r e s pons ilD i 1 i t i es'-'^^ut 1 ine d in j.ob 

description of a counselor. Functions as campus coordinator for ' 

students on rehabilitation programs. Oversees all testing actiyities, 

/(Confidential records and reports, withdrawal counseling procedures, 

/fetaff planning, and use of financial resources. Submits functional 

//reports to Vice President. Coordinates counseling, placement, and 

//health funct ions with other College units and exerts educational' 

and administrative leadership "in policy ^nd program development for 

counseling and clinrical services. 

' " . ■ * 

Director pf Housing : • ^i- ' 

Administers managment support opi.eration& in campus reside^nce ^ 
halls, including: student address control and direct-ory services; 
housinfe information, application procedures, room assignments, room 
gLeposits and refunds, permanent and temporary releases, room changes, 
space control and reservation, occupancy checJfs and counts, rent 
determinations; opening and closing inventory^Jl^cedures , liaison 
with maintenance and c us t o di al \ s t af f s , inspection (for Ij^iealth, 
safety, and maintenance), facilities planning, purchasing; security, 
and plant regulations; and linen, telephone, mail, kitchens, laundry, 
recreational and sto^rage services. Adminis,ters housing policy in 
^relation to student, organizations on and off campus- Lists available 
off-campus housing According to establishe'd College policy and 
advises sV^Jents and householders accordingly*. Assists dean of 
students in assuring general welfare ^f off-rcampus residents. 

Dean. for Student Development : , ' ' ' 

Serves as executive assistant to the Vice Presid.ent forjstudent 
Affairs in the administration of r^aearcb and developtoent , aiid 
special projects or programs, with i particular' emp^hasis o-n the 
development 'of out ~o f - c 1 a s s educational experiences fcr students. 
Adminis^ters a 'comprehensive orientation program for new students. 
Administers a comprehensive foreign student program which includes 
personnel services as well as educational activities. Represents the 
Office of Student Affairs in policy development for the Educational- 
Opportunity P:cogram. Coordinates the student personnel internship 
progra^m. Coordinates a program of staff dev^elopment t^hrough in-servic 
education. Advises the vice president on public relations, campus 
relations, and commun i c at i on system's^v arranges- appropriate contact 
opportunities fo^ the vice pr e s i dent -^br effective information flow 
and attitude influence. 



25. 



ADMINISTRATIVE RESPONSIBILITIES 



OFFICE OF STUDENT APFA JRS , cont'd. 

Associate Dean for College Activities & Director of College Union 



Directs comprehensive program of out— of -c las s^'^^duc at i on«Ll , * 
social.., arid r ec r eat iqtjai ac t i vi t i e s for the College, coordinating 
scheduling and supportive services necessary for a coherent 
cocurriculum. Directs overall management of College Union facilities 
and services. Recommends initial recognition of student organizations, 
approves continuing *recognit ion and expenditure of s|5udent activity 
funds, and oversees group advisement. Coordinates act'ivities in - 
Union with other College units and exert s • educational and adminis- 
.trative leadership in cocurricular policy and program development. 

Coordinator of Collef^e Activities : 

Administers student activities program and student participation 
in College activities. > Schedules cocurricular use of facilities" 
by campus and outside groups, maintains College Calendar, and 
advises all organizations on program. Directs student organization 
activities, reviewing, di sbui^^sement s and approving all contractual 
^ arrangeme,.nts , . contro2:ling us\e of vehicles ,, providing leadership 
training, and maintaining reis^ords; Emphasizes program advi s ement 
for centralized Activities Commission and' its constituent councils. 
Coordinates activity f unc t ion \with other College units and exerts 
educ^ational and admini st rat ive\ leadership in development of a 
cocurricular -program. ' ' • . . 

'\ 

■ ■ . * \ : ^ / . 

LEAVES (PROFESSIONAL STAPy ) : . VACATION, MATERNITY," SICK 



\ 



Daily Attendanc e 



State. Budget Policy requiresHhat the daily .attebdance record 
of all prof ess.iorial and classified. |)ersonnel be filed in the 
Personnel Office. Chairpersons of departments ^re^{ r^spons ible for 
filing monthly report^ on faculty latt endance . ^ 



Illness: 



Each instructor has the respo):isibility. fo]f meeting all his^ 
classes at regularly scheduled times and locations.- Particular' 
attention should be paid to meeting classes prior to vacation 
periods, student "-pressuf-e" notwithstanding. 
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LEAVES (professional' STAFF>r VACATION, 
MATEkNITY, SICK 



Illness ., cont^d. " . ' 

If an instructor must be absent from a regularly scj:ieduled 
class, prior approval for the absence must be obtained from the 
department' chairperson. Extended absences from th§ campus must be 
approved by the President after recommendation by the Vice President 
for Academic Affairs. 

A student choosing to be absent from class does so with all 
the attendant risks and the instructor, is not obligated to provide make-up 
opportunities. ^ 

It is the responsibility of faculty membeajSB to report 
immediately absence. due to illness to department head concerned. The 
department c'hairperson then arranges for disposition of classes and 
r-eports the absence using appropriate forms. » 

All full-time professional service employees accrue sick leave 
at the rate of 1-3/^ days per month, up to a maximum of 165 days. 
Ad'ditional sick leave at full pay may be granted by the campu^st 
President; however, the totally-granted leave is limited to s i'x 
months. Sick leave accrued at the^time of retirement Will l?e 
converted at the then current salary and the lacturial value o«f that 
amoui^it will be used to pay part or all of *thes Health Insurance 
premiums during retirement years. For this rt^ason, all facility 
members are now requested to submit a proper accounting of sick 
leave used. ' * . 



v.? 
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Vacation Leave : 



Members of tj^ie professional staff who^ have a 12 month 
professional ob 1 i'^gati-on accrue vacation leave at the rate of 1-3/^ 
days per month up to a maximum accrual of UO days. -Other employees 
in the' pro f es s ional service do not earn vacation credits. 



Maternity Leave :. 

Th6 Pre s ident ' shall grant pregnant employees, other than - 
employees haying temporary appointments, a leave 'of absence without 
pay, upon competent medical proof that such employ e^'^- i s unable to 
perform her regular duties or at such earlier date as may be 
mutually agreeable. Leave under this provis.io.n shall be for sudh 
time as may be mutually agreeable 'but shall not" exceed one year. 



34 



2' 



LEAVES (PROFESSIONAL STAFF) 
MATERNITY, SICK 



VACATION 



Maternity Leave , cont'd. 

For these purposes, the Pr e s i den^^^^ay require sui^table 
medical evidence fi^om the employ ee ^ s\phys i c i an or in the absence 
of such eVidence, may require that the^^yg^loyee be examined, by a 
physician chosen by the college at its expeha-e.4:^ 



Sick Leave and 



Va^t i 



on Leave 



The President sha^ll permit employ ees « grant ed materjni"ty leave 
pursuant to these policies to reduce the/amount of leave without 
pay by the,^use of any and all acdumulated sick leave and vacation 
leave* credits as may be available to them by reason of accruals 
pursuant to this Article^r^ 



Exten sion : 

' ; — " \ 

At the request of the employee., and after receiving l^he 
recommendation of the Campus President, the Chancellor may grant 
extensions of such leave of absenc^ in accordance with Title F 
of this Article. * 




LEAVES (PROFESSIONAL STAFF) S ABBATI C AL , ' OTH^R 



Sabbat ical: ^ 

General policy concerning sajbbatical and other (Title F) 
leaves c onf orms "with the conditions which are applied to tfiie' 
Universities as^ a whole. See Pol-icy of tjie Board of Trustees, '197^ 
Art. XIII. 

Faculty who wish consideration of ..a sabbatical leave, 'or a 
leave for other purposes, should request the leave through 
department chairpersons and the Vice President for Academic Affairs 
where appropriate forms-may be secured. 

Procedural Recomme'ndati'ons : 

1. The request for a leave should be made, whenever possible 
no later than December 1 of the academic year prior to-^ the 
effective date of the leave. • " 

9 
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LEAVES (PROFESSIONAL STAFF )--SABBATICAL , 
..O'rtlER 



Procedural Recomipendat ions , cont • d . 

2. The request for a leave, including a clear and detailed 
statement as to the intent of the proposal, should be 
transmitted by the applicant to the Department Chairperson 
for a written recomme^idat ion 

3. The completed leave request document must be transmitted 
through the Vice President foV Academic Affairs to the 
President, whenever possible, no later than December 15 • 

^ • #• 

U. Final recommendations of approval or disapp-a^e^al vill be 
announced by the President in writing. y 

A sabbatical leave is not automatic and depends for its 
•recommendation by the Department Chairperson and the Vice President 
for Academic ATfairs and for its approval by the President upo.fr 
a number' of facto^rs, e.g. the appropriateness of the proposal, 
the staffing and budget situation of the-aCollege and Le^gislative 

«? 

action. . • . . 

I? ' ' 

LEAVES (N0N-PR"0FESSI0NAL STAFF) h 



Leaves : • . « . 

Leave^s for membe3>s of the non-pr o f e s s idnal staff of the 
College shall be granted ii^i ac cordarrcfe with the procedures and for 
the reasons specified in the relevant ^coll^ctive bargaining 
agreements. 

. ^ 0 . • .... 

See, where appropriate: 

(1) Agreement betWjgen the State of New York and trhe 
Civ41 Service Employees Association (Administrative 
Services Unit , Institutional Services Unit, 
Operational . Services Unit or Professional Services 
Unit ). 

(2) Agreement between the State of'^New York sjid Security 
Unit Employees, Council 82, AFSCME, AFL-CIO 

and contact the College Per sonnel Office for specific instructions^ 
and forms. ' ' . • 



CONSULTANCIES AND OTHER PROFESSIONAL 
SERVICES (FACULTY) WITHIN SUNY 



State University encourages the interchange of scholarly and 
•artistic talent between units. All members of the professional 
sta/f are encouraged to participate in such progrg^ms as special 
lectures, colloquia, and enrichment programs at other units of 
State University, insofar as such part i c ipat ion does ^not interfere 
with the discha?:ge of the professional obligation on the home \ 
campus and does not constitute an'' overrload on the professional 
person. ^ ^' 

It continues to be the policy of State University that 
administrat iv*e sta'ft do riot receive honor aria ' for conferences, 
panels consultation , or similar appearances at SUNY units in-line 
of administrative duty. However, an administrator who participates 
in a' scholarly or artistic presentation at other SUflY units may 
receive a modest honorarium in t.he manner described below. 

Arrangements for such services should be jnade. with the host 
unit, and may inplude an honorarium from the host unit, sufficient 
to mor^-. than cover expenses. Ordinarily, however, it would be 
inappropriate to ex-ceed reasonable, travel , meal, lodging, and other 
expenses by mor^ than $100.00 dn the p^roviding of an honorarium 
for services' which do not require overnight abseaace from-the home 
unit. The home unit will not pay the travel expenses .of one^ of; its 
staff members who visits another SUNY unit to part icipate in a 
program there at -the request of the sister unit. : 

It is suggested that appointment arrangements with visiting 
faculty include a clear understanding that visiting staff members 
are expected, on request, to- part ic ipat e in a reasonable number of 
presentations on other cajnpuses of the University without additional 
compensation other than modest honorariums per paragraph two above. 



CONSULTANCIES AND OTHER PROFESSIONAL SERVIOESv ( FACULTY ) 

NOT WITHIN SUNY 

Mo^i colleges and universilles encourage vtheir faculty members 
to keepfabreast of developments In their disciplines and to gain 
practical experience in their fields. In many instances engaging 
in consulting and other professional work affords excellent 
opportunities for staff members to improve thems elves professionally 
by increasif^if their knowledge and experience, and to bring added 
prestige to themselves and to their in3titution. 
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CONSULTANCIES AND OTHER PROFESSIONAL 

SERVICES (FACULTY )--NOT WITHIN SUNY, dont.'d.^" 



The State University College. of Arts and Science at Geneseo 
looks :&^vorably on appropriate outside work ^ by "faculty members, 
insofar as it does not in.t eri*e;r e with full, proper and effective 
performance of regular college duties an<*d responsibilities, and 
does n^oib involve activities that would place the faculty < member in' 
a' bad light or in th'e embarrassing position of testifying against 
the. in"tere\t ^of th^ ^St ate >.of New York, the State' University of 
'New Yo^rk , or require the.uB<.e of College equipment and f ac il it ie s . ^ 
The College also feels' strongly ^*that a person should not use the 
security of his - f ac ul^t•y position to under bid charges made for 
professional services by established independent consultants. 

Each faculty member should j udge the " propriety o^* accepting 
a consulting or. other professional opportunity In te^ms of the 
advantages it affords for: ^ y 

1. increasing the ef f ect ive^||fSS of the individual's 
teaching or research; , ' ' 

2. increasing the professional prestig^'and competency 
of the individual;' ^ 

3. contributing to knowledge in J^he field of the 
individual's discipline; 

k. -contributing to the individual's experience • with 
new development s and practices in his field; 

5. extending and improving the relationships of the 
College with other agencies and organizations; 

6. contributing essential information in the education 
of student s ; 

7. promoting the good will of the College with desirable 
agencies of employment for college graduates; and^ 

8. returning gr e at er , pr o f e s s ioff^l benefits in the long 
'run than comparable time and effort spent in college 

J research, travel, writing, and active participation 
inproofessionalsocieties, ^ ' 



Eachffaqulty member is primarily r^^^p'ons ible for seeing that 
his obligations are fully discharged. fhe Department Chairper s on 
shares this responsibility. Ordinarily| one day '^i week or its 
equivalent is acceptable for consultant' service in full-time 
professional employment. *" ■ ' 

■r 

A faculty member must bear in mitrd that as a State employee 
aoting in a consulting or other, professional capacity, he carries qn 
such work as a private person with no'moralor legal obligation on 
the part of the college for the performance or re^^ults thereof, 
and must so inform the client in writing. The faculty member ^should 
inform the client also that the name of the faculty ^ member or the 
St at e , Univers ity College of Arts and Science at ^Geneseo may not be 
used in advertisements of the cTLient.'s products or sei*vices. 
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CONSULTANCIES A'ND^, OTHER #ROFESSIONAL 

SERVICES (FACULTY j-.-NOT WITHIN SUNY, cont'd, / 



In* the best interests of the faft^ulty member ^and the College, _y 
a faculty member's r e quest "^f or japproval to render consult ing or 
other professional sd#vice beyond one* day a week shall be writte;)ar 
to and approved by tKe department chairperson and the Vice President 
for Academic Affairs . 



.CONTRACT RESEARCH ARRANGEMENTS 

Individual members of the faculty are permitted to undertake 
contract research arrangements with out side ^:genc ies . General 
ethical considerations with- respect to the performance of contract 
research are 'covered in this College Handbook under "Consultancies 
and Other Professional Servicers." All applications to sponsors 
seeking support. of research and research-related programs , training 
programs and technical assistance activities shall be submitted to 
donors and sponsors through the Research Foundation Of the State \ 
University of N6w York, and all financial aspects of the program 
shall be carried o.u1^ through the Foundation. , 

Any externally-funded pro j ect^ involving :^the time of a 
College- faculty member and the use of College facilities or equiJJ- 
ment must be submitted to the Vice President for. Academic Affairs 
tYiTOMgh the Director of Sponsored Research. 

Where the project involves the removal of instructional time 
on the part of the faculty member, the project's budget must contain 
a sum of money with which to employ replacement t eac hing* services^ 
for the departmeht. 

The budget and overhead cons ider,at ions sha.ll be discussed with 
the Director of Sponsored Research prijor- to submission , of the . , 
formal application to the sponsor through the. Research Foundation 
of the State University of New Yofk. * 



ADMININSTRATIojl OF SPONSORED.^ ACADEMIC ^AFFAIRS . 

Grant , funds provide a capacity for the College to undertake 
activities which are currently not subsidized an^d to a very limited, 
extent within the College ' s -regular budget. It -is imjJerative , ^ 
however, to ensure that grant funds do not engage the College in 
situations wherein there exist long-te^m financial commi^tmentp which 
may exceed the College's capabilities for future* subsidy. 



I 
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ADMINISTRATION . OS. SPONSORED PROGRAMS: 
ACADEMIC AFFAIRS, copt'd. 



~ 7^ 

The guidelines Sor the administration of grant f un'ds , enumerated 
below, are design.ed to Ainimize the adverse effects of the lack of 
Continuity of external funding- ?' • 

, i ■ 

1, General ethical considerations with respect ^to the 
performance of contract research are covered in-the 
C o 1 1 e^ e Handtjiook under "Consultancies and Other 
Prof ess ional Services , " . 



2. Grants are to be 
delegated by the 



admini st-ered 
Pres-ide)nt 



through authority 

*^ugh the Vice President 



for Academic 
chairpersons 



Affairs to 'apno^bpr Lat e department 
and other f v^al designates. 



Funded projects invoiylng the time of a prof es s ip-n'al 
employee and/or '^^e/use of College facilities 01^ 
equipme-nt mus t^^e ^ec omm^nded by the department 
chairp^erson* "^o th^ Vic e President for Academic j\ffairp 
and appt*ovfi^ by the President. 



The 'byi^set 
disj^lissed 



and overhead considerations , shall be 
between the applicant and the Director 
c^r Sponsored Research beforq submission 0/ the / 

formal application • ^ . 

' . ' / • . 

With the approval of the Vice President for Academic 
Affairs, grant funds may be used to hire instructional 
faculty; however, part-time and full-time faculty 
so employed should be hired on a^ term basis and - 
designated "lecturers." Appointments in ackdemiq Vrank 
are pro.hibited.** 



6. . The departmental inst rucjb ional 
faculty member to the external 



time given 
project is 



by the 

instructional 



time I'emoved -f rom the depart^lnent • s teaching obligation 
to the Colleige . Such project t ime must bV* computed 
to provide 'a compensatory amount from the project 
budget with which to employ r eptlac ement* teaching- 
services for the departn^ent. • » 



It should be clearly understood that, the State 
Uriiversity of New 'iork incurs no employment obligation 
to non-State University of New York external project 
pers„onnel during or after the lifexiof the project. 



Grants may 
workshops , 
activities 



be used to underwr ite> colloquia , seminars 
and the' like. All direct c'd)Sts of such 
must be borne by the grant funds. 
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ADMINISTRATION OF SPONSORED PROGfRAMS ; 
ACADiEaCEC AFFAfRS: cont'd,,. 



9 . Grants , should not used^ in any manner which would supplant 
^ ® 'the re6u5..ar pi^pf essional responsibilities the Ccrl^lge f acuity. 
Greuitp'. therefore , cannot b.e used td^^-^rbvide^-^ ireleased t^iroe *and 
summer stipends for responsibilities normally expected of members 
of the in9>tructlonal and administrative staffs, " ) . 

10, Grants camiot be used to supplement regular professional salaries, 



11. 



12. 



13/ 



11+ . 



The acquisition^ of major equipraeat with grant fiinds 's^fiouTd be^ 
carefully scrutinized with.rfegard to long-term raaintenance, 
requirements , equipment life time, and replacement ' cosftso. 

Each project shall be fiscally a^inistered by.t'hat gCgency .best 
suited, normally ' the Research'^Qii^datiop of the State University 
of New York. The procedure for th^ fiscal administration of the 
project shall be determined prior td^'any fo'mal application by 
consultation with the Dii'ector of Sponsored'^PesearGh who will act. 
a^Nliaison between tjie funding agency and the ap:^liaSrnt . ' 

The budget and overhead conside^rations shall be jl-iscussed between 
the. applicant an^*the Birector of Sponsored .Keseairch before >^ 
submission of the formal application. ' • i ^ 

The President pr his designee and the- Project Director ghall be 
co-signers of the fgrmal application. , 't' , ' ' 



SPONSOREJD RESEAICHJ IMIYERSITY AWARDS PROGRAM: 

Members of -the College acSministration fa<^ulty ^re eligible' to apply foi^ 
afiards made under .the SIMY/Research FQundation University Awards Program..^ Tl^ie 
overall Program form^t^ consists of the following three programs entailing awards 
ranging from $100 up, to 43,1+Oti: ^' - ' . 

. ^ Program 1 Faculty Research Fellowship ^- a $l,80p stipend; 
/ ^ : Program 2 — Grant- iUT-Ald , from $100 to $1,800; and . / 
Prograau 3 — Faculty Research Fellowship ^($I;,800) ^ and ^ . 

Qrant-in-Ai-d (from $l60 to $i;300). Total sum 
' ^ ^ \ . . ^ . ' not to exceed 13,1+00. - 

Application Deadiine: October- 15^ " • - • 

Guidelines arxd. appli;cations may be Qb,tained early each Fall by contacting 
the Office of ajJdnsor.ed Re&earch, ;ErVin "Administratian Building. 
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Research Involving Human 6r Animal Subjects : . . 

Accoi:ding to Federal, Research Foundation, an'd College policy, 
'any research proposal « involving the jmse .'of human or animal subjects 
must ^-^'celve the approval of the Human and Animal SulDjects Revieii^- 
Committee p'ribr to submission to a sponsor. The purpose of this 
policy is to protect the rights &nd welf^ajre of human subjects anxi 
to insure humahg treatment of animal subjects. 

* IndiTlduals who propose to engage in .^research ^involvipg the use 
^"^f human of animal subjects should contact the Director Of Sponsored 

Rffig*fearch who serves as Secretary of the Human and Animal Subjects^jy 
. 5mview>Gommittee. 

Faculty Hecrmilment : " , 

RecrMtment o^f ' faculty for the college'is one of the most 
impo'Ttant concerns^ of faculty and administration. Although the 
f'inal, legal respoVs^il^ilit-^y f or^|ri&.culty appointments rests with the 
President of the ^Cpllege , major '^dmponent s of this- responsibility 
are delegated to other' administrators and the faculty. The primary' 
resj)oiis.ibility' f or 'rec ruitment s rests with department chairpersons, 
'Chairpersons, in turn, must consult with t^heir 'faculty and with the^ 
Vice-President for Academic Affairs, - 

Specii'ic procedures to" be followed and forms to be used by the 
College in recruitmvpnt and appointment are [provided' in the 
Departntient' Chairperson ' s Handbook , 

Affirmative Act»ion/Equal Employment Opportunities ; 

The State; University of New York has . adopted a^ policy of 
maintaining equal employment opportunities* for a^l mejmbers of 
^ sQ^ciety, .including minority groups and females , . The College, has 
^(Teveloped and published an Equal Employment 'Opportunity Program for 
Affirmative Action which specifies the procedures the College' 
'follows with respect to implementing ,its policy of providing' equal 
opportunity in employment for all per,soxis . Any person may obtain 
a copy of the* College * s 'Program, upon request *ma^e to the Affirmative 
Action Officer or the As^sistant Vice President f'or Business Affairs. 
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The thrust of^the College's Affirm'ative Ac t ion' Program is in 
five j)ri'ncipal dire-ctions. The College must:.. . . 



(a) 



Insure that all persons ^specific ally including' 
members of m^inority gro'ups :and wom.en , are made ■ aware 
of position vacancies at the College and t hef 

persons as possible. , 



qualifications for such' vacan^cies; and encourage 
applicatio^ns' from as large a number of qualified 
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Affirmative Action/Equal Employment /Opportunities , cont'd. 

(b) ReWire^that Job criteria, descriptions ,and other 
- , quaK^cations are valid for the positions to which they 

are related. 

» 

.(c) Assure that all candidates for employment receive adequate, 

impartial and open appraisal in terms of the criteria for the 
position being sought. ' . 

(d) Assu;:e that illegal^ discrimination is not practiced in the 
granting of employment rights, benefits and privileges. 

(e) Encourage th^ eocpansion and strengthening of edui:*ational and 
career development programs for all employees at the College. 

The ViQe Presidents are responsible within their areas for implemei^iting 
^the policy of equal employment opportunity at the College. The Affirmative 
Action Officer provides assistance and direction^as needed, 

^ Specific guidelines pertaining to procedure to be -followed for teaching 
faculty are contained in the Department Chairperson's Handbook, and the 
Affirmative Action Plan. ' * 

Confirmation and Loyalty : 

- , ft 

Annually, the Chancellor of State- University i,s required to obtain from V . 

the local Presidents a confirmation of the non-subversiye status of all employees 

>■ * 

and academic staff. This is in accordance with the Education Law 3022, pro- 

• hibiting the employment or retention of subversive persons. \ 

■» • ' ■ ■ . " 

This confirmation states that the President "has no reason ^to believe 
that any faculty member or other employee ... is engaged in willfully and .1 
deliberately advocating, advising, or teaching the doctrine that the Government ^ 
of the United States or of ai^ty . State or of any political subdivision thereoj^ 
should bp overturned or over-thrown Ipy force, violence, or any unlawful means, 
or in the preparation, doctrine or advising its adoption or i^ organizing or 
helping to organize any society or group of persons which teaches or advocates 
such' a doctrine or is a member of any such organization or of the Communist Party 
of the State of New York or has uttered any treasonable or seditious word or words 
engaged in any treasonable or seditious act or acts."* ^ \ ' 

At the time that a person enters the employment 'of "the State University, 
' the individual is asked to sweeur or affirm support of the Constitution of the 

United States^ ajid promise to discharge faithfully his position^ according to 

the best of his ability. ^ ^ 

\ " ' ' 

^PamphlefJ- "Chapter 1012 Laws of I965," Department of State , State of New York, 

January 1, 1966. 
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Academic Freedom: ' . 
^ > ^ 

"It i's the policy of the University to maintain and encourage full freedom, 
within the lav, of inquiry, teaching and research. In the exercise of this 
freedom the faculty member may, vithput limitation, discuss his ovn subject ift 
the classrpom; he may not, hovever, claim as l:^is right the privilege of discussiflg 
In his classroom controversial matter which has no relation to his subject,. In 
his role as citizen, the faculty member has the aeoae freedom as other cit'izens. 
Re should be mindful, however, that in his extramural utterances he has an 
obligation to indicate that he is not an institutional spokesman," State • 
University of New York, Policies of the Board of Trustees , 19lh^ Art." XI (H) . 

Faculty Meetings : 

All members of the facility are expected to attend faculty meetings as called 
by the President of the College or the Chairperson of the Faculty. 

The President of the College may call a faculty meeting at any time. 

, ... The Chairperson of^the Faculty may call a faculty meeting when it appears 
t];iat /Such a meeting is consistent with the purposes of the Faculty through its 
organized body, ' 

Schedule of Classes: • ^ 

—■ ' « 

Department and Divisi'on Chairpersons should ^ake class schedules in > i 
consultation with the members 'of the department o^ ^i't^, ^ department sche(3.uling 
committee. Four primary obligations obtain ^in the development of a department's 
class schedule: 

1. • The need to staff undergraduate and graduate care, service,'' and 
a'tated major courses -before committing personnel to other 
courses of interest to the department; 

* 2, The need to schedule the number of courses within the staff 

allO'Cations of a department; . , 

3- The need to schedule on the basij^o^^stimated enrollment figures; 
and 




^^4. The need to schedule in terms of^he normal faculty teaching 
obligation of twelve semester hours. 
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Schedule of Classes' , cont ' d . 

The development of course offerings and class schedules is governed by 
the .following regulations eCnd procedures: 

1. New courses are submitted to the appropriate faculty 
curriculum committee foi^ examination and i^ecomraendiSi^tion . 

2. Class schedules for the 'Fall Term are submitted by t^e ^ 
third Friday in September to the Assistant Vice President 
for Academic Affairs for Curriculum. \^ 

3. On the basis of enrollment projections, the Dean%for 
Instruction and the Assistant Vice President for Academic 
Affairs shall reVie^wr class schedules to insure that 
departments are' meeting their obligations. 

h. Where thfere are scheduling problems related to coufrse 
offerings or faculty teaching obligations, the^matter 
vill be' reviewed by the Assistant Vice President and the 
department chairperson, and, if neqessary,- resolved by 
the Vice President . for Academic Affairs, 

Approval of- the de3ignated Assistant Vice .President for-Academic Affairs 
or the Dean for Graduate Studies must be secured for a^y changes in the 
meeting place or time- of claspes after the Master Schedule of Classes has been 
submitted to the Computer Center. 

Attenda nce in .Classes: Instructional Faculty : 

V 

Each instructor has the responsibility for meeting al,l his classes at 
regularly scheduled times^^and locations. Permission to hold a regular 
scheduled class off-campus mugt be oT:)t9.ined from the Vice President, for Academic 
Affairs. Particular attention should be paid to meeting this obligation prior 
to vacation* periods , student "pressure" notwithstanding. 

Individual .student requests to be absent for last classes in order to meet 
bus schedules. or other situations, may not be honored. In choosing to be absent, 
the student does so with all attendant risks and the instructor is not obligated 
to provide makeup opportunities. Ok ' 

*'see "Attendance" in the Bulletin of Undergraduate Studies and "Attendance 
• in Classes" in the Bulletin of Graduate Studies , , 
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Mdd-Term Evaluation of Students : 

The Falculty has approved the followin\g statement of policy 
concerning mid-term evaluation of students; 



The faculty of the College reaffilrms its responsibility 
to continue' to provide periodic evaluation of stjmdent 
progress. The form and method of ^valuation are properly 
,tr]ie concern of the particular disci\pline as- determined by 
departmental policy. 

At the beginning of ' each course of i\istruction the 
instructor is responsible for explaining academic 
standards, including the evaluat ion. procedure s to be used, 

Upon inquiry by a student, or the Vice President for 
Academic Affairs, the instructor should be prepared to 
provide a progress' report ,, but not necessarily a letter 
grade . - 

*i - . 

While students are expected to assume the responsibility 
and initiative for determining course progress from . 
faculty, instructors will make themselves reasonably 
available to provide, this information. 

An exception is 'made in the' inst ance* of Freshman students> 
for whom faculty will provide to the Vice President for^ 
Academic' Affairs at the midpoint of each semester a report 
of all freshman who are achieving below the I,evel of 
average (C) achievement. * • ■ ■ 

The Vice President for Academic Affairs will make these 
below average achievement records available tb faculty 
advisors, the Vice President T*f or Student Af^f airs , and '* 
those members of the staff-^who. provide counseling to 
f r e shman . ^ - 



Forms on which a progress report is /^o be made for freshmen 
be provided each semester by the Registrai^, and! they are to be 
completed and returned to the Regi s t r ar ' s ^ 0 f f ic e on the dates 
specified on the form. , ^, . i . 



Final Ex am in at ions 



The faculty considers the final examination or an' equivalent 
evaluation procedure to be an integral part of the evaluation of 
student progress and achievement, ^ It is, however, only .one part of 
the cont inuous e valuat i ve proc edur e . 
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Final Examinations , cont'd, 

A period of time is set aside each semester in the College 
Calendar for the giving of final examinations. The nature and form 
of this terminal evaluation procedure is t he pr erogat i ve of the 
instructor acting within the framework of departmental requirements. 

All formal final examinations must be given during the 

scheduled final examination period. Alternative procedures are to 

be cleared with the department chairperson and the Scheduling Officer 

and approved by the Vice President for Academic Affairs,- 

From time to time the instructors may be asked to submit copies- 
of final examd^nkt ions ^ or to explain the terminal evaluative procedures 
used in the courses. ' Each Dean and Department Chairperson should be 
familiar with the evaluative procedures used .by the division or 
department members. 

Final examination schedules are develqpejd by the Scheduling 
Officer of the College and' efforts are made to prevent any. student 
from having more than two examinations in one day. To expedite 
this- policy, instructors may be asked to develop "conflict" 
examinations for students whose examination schedules create an 
academic hardship. 

Submission of Grades : 

A faculty member is expected to provideTTtB. grades for a course 
to the Office of the Registrar within a period ''oX^ t ime specified e^ch 
examination period by the Registrar. Prompt compliance with this « 
procedure benefits the student and greatly as/irj^irs the Registrar's 
staff in providing" service and informat 

Posting of Grades : 

At the conclusiori of the examinat ion^eriod , faculty are obliged 
to po,st grades in some convenient location. A prompt discharge of 
this ^"bligatio^ assists s t udent s " who s e programs and subsequent 
registVation are affected by the gradep. 




Faculty Manuscript s , Typing of : 



Upon \he recommendation of the Faculty Rese-argh Committ-ee and 
with the P^sident's approval, the following regulations will govern 
the preparat\ion of faculty manuscripts: 

^department secretaries shall not be expected to type 
.heses, dissertations, or book manuscripts hieing pre- 
pared for profit; and 



Faculty Manuscripts, Typing of , cont'd. 

2. department secretaries shall be expected to type journal 

articles, papers Ifo be presented at learned gatherings, ^ 
and non-profit book manuscripts during their regular working 
Aiours on a time-available basis, with the understanding of 
all concerned that department business must be given first 
priority. . ' " 

Within thefe^ guidelines, establishment of the particular propedur^s to 
be followed and the supervision of their operation in the individual 
departments is the responsibility of the department chairperson. 

Publications^ By Fa^culty and Staff : 

All members of the College are encouraged to write for publication and 
to seek publication. v " ,' 

Individuals desiring to .write "Letters to the Editor" should feel 
completely free to do sd, -provided they .do not identify their publications or 
their authorship with the College, ■ 

Helpful suggestions regarding tlie college teacher's obligations when 'one 
speaks or writes as a citizen is found in the'"l9'l+0 Statement of Pririciples" 
published in the bulletin of the American Association of University Professors , 
a portion of which is here quoted:^' «w. 

"The College or University teacher is a citizen, a member of 
a learned professipn and an officer of an educational institution. 
When he speaks or writes as a citizen, he should be free from 
institutional censorship or discipline, but his special position 
in the cpramunity imposes special obligations. As a man dt learning 
and an educational officer, he should remember that the public m'ay 
i^ge his profession and his institution by his utterances, Hencej 
me should at all times be accurate, should exercise appropriate , 
'restraint, should show respect for the opinions of others , and ' 
should make every effort to indicate that he is not an institutional 
spokesman." ^\ 

'Individuals interested in using college publication facilities for official 
college' matters or in having materials distributed as college publications, i.e., 
printed prograjns , letters, promotional brochures, syllabi for departmental use, 
or any other mimeographed or printed matter for general distribution on or off 
campus should present the proposed material to the Supervisor of Central 
Duplicating, located in the Office of Business Affairs, (Erwin 217) Approval 
for ^ the production and distribution of material must he received from the ' 
appropriate administrator or department or division ehai'rperqon prior to 
submission of the material to the Supervisor of Central. Duplicating. 
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Copyrigli^ Policy : ' \ 

Please see the Policies of the Board of Trustees , 197^, 

Article XI, Title I or contact the Assistant Vice President for^ 
Business Affaird. 



Graduate Studies, Master's Theses : . ^ v 

A Guide for Preparation of- Master ' s Theses has been': prepare 
ana is available in the Office of the Dean for Graduate Studies. 



Teaching Faculty Promotions-, Tenure , Renewa l of Term: Annual 



Procedure* 



it affects the 



There is no more important decision made ^.s 
individual faculty member and the institution than that concerned 
with promotion or tenure of a faculty member. It is r ight ly \ a long 
and careful process whereby the academic capa^cities of a candidate 
examined by his peers, the Vice President for Ac ademi c Affair s , 
President in order to arrive at an e quit able, dec i s iori . 

life span of most American women and men alive today, 
that tenure decisions will have important effects 



are 

and the 

Given the long 
ii; is apparent 



on the College in the year 2000, 



General-> Procedure : 

During the period October 11-30, the' Vice President for 
Academic Affairs meets with the seve-ral department chairpersons 
to discuss each department's plains and budget needs for' the coming 
academic year. At this time, the general staff situation of the 
department is examined and discussed in terms of future curriculum 
pl^ans, staff and budget pr © j e c t io-ns , and to ascertain that the list 
of names of the faculty to be considered in a given yeai* with respect 
to renewal of term and continuing appointment is- correct. 



In each category of action — continuing appointment , renewal 
of term, and promotion the department, acting within the terms 
of its constitution and usually utilizing a department committee, 
considers the several candidates and makes its recommendations to. the 
department chairperson. The department chairperson reviews the 
department committee recomm^endat ions , and forwards to the Vice 
President ?or Academic Affairs his recommendation and the recommendation 
of the de^rtmental committee. These two recommendations are not 
always in agreement. 

It should be clearly understood by the candidate that no one 
can orally promise continuing appointment, renewal of, term, or 
promotion. 
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*President Robert MacVittie's Memorandum to the Faculty, 6 Oc^tober, 
19T1. 
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General Procedure ,-' c ont ' d . , 

For faculty on one-year term appointments, consideration fqr ren-ew^al of 
term begins in November with the submission of department recommendations to 
the Vice-President for Academic Affairs (see Form G,. Department Chairperson ' s 
Handbook ) . Consideration of faculty on two and three-^year appointments 
and those eligible to be considered for continuing appointment, begins in mid- 
March with the submission of department recommendations (see Form G, Department 
Chairperson ' s Handbook ) , to the Vice President for Academic Affairs. 

Periodic Review : ^ ^ 

■ ■ ■ I ■ > 

When a faculty member on a term appointment is being considered fqr renewal, 
this examination ^ should be considered as a periodic review of his or her overall 
performance. Regardless of the final determination of the matter, the review 
should be conduci:ed by the department with the intent of improving the candidate's 
performance, as well a3 providing the candidate with appropriate academic counsel. 



Opportunity to Submit Material : 

The faculty member 'Should be advised by "his or her department chairperson 
of the time when decisions affecting renewal and tenure are ordinarily made, 
and should be given the opportunity to submit material which he or' she believes 
"will be helpful to an adeqLuate consideration of his or her circumstances. 

The Vice -President for Academic 'Affairs considei/s each candidate in the 
three categories on the basis of the criteria contained in Article XII, Title A, 
sections 1 and 2, Policies of the Board of Trustees » 1973' 

Each candidate is considered on his or her own merits, and where there is 
more than one candidate for renewal of term, promotion, or continuing appointment 
in a department , comparison is made among several departmental candidates. T^ie 
same process of comparison takes place among all candidates in the College in a 
given year who are being considered for renewal of term, promotion, or 
continuing appointment. 

During his review,, the Vice President for Academic Affairs may ask for 
additional information regarding a given candidate. Discussion of the department's 
candidates takes place between the department chairperson and the Vice President 
for Academic Affairs before the latter makes his recommendations to the 
President. This step may involve one or several discussions between the 
. Department Chairperson and the Vice President for Academic Affairs. When the 
Vice President for Academic Affairs is convinced that he has all of the 
pertinent, objective information regarding a candidate, he makes his 
recommendation to £he President and includes with his recommendation all the 
papers, documents, and recommendations which have been' submitted by' the 
department chairperson and the department committee. 
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Teaching Faculty Promot ions , Tenure, Reneval of Term: 
Annual Procedure , cont'd. 

Bef>re making his decision, the President reviews all of .a 
candida^e's papers and, if need be, aska for information from the 
Vice President for Academic Affairs and fhe department chairperson, 
When the President is satisfied -that he possesses the information 
he requires, he conv-eys hiB decision tb the Vice President for 
Academic Affairs, -who informs .the department chairperson of the 
d-ecision before a letter is sent to the faculty member in question. 
Should information become available in this discussion between the 
Vice President for Acd;d6mic Affair's an-d the .department chairperson ' 
that may change the d,ecisio^, the Yice President for Academic Affairs 
will return the matter to the President. This in format ion^ must be ^ 
substantially different, e.g., completion of the doctorate' or 
publication of a book, than tjjiat which fias already been submitted, 

"The President's letter containing his decision is sent to the 
candidate wdth a copy to t.he department chairperson. ^ 

Special Prdblems : 

This^rocess is rightfully and, of necessity, time-consuming. 
This means that some dec isions , especially promotions and tenure 
appointments, appear to be delayed. In pursuing these three 
categories of action, the attempt is made to pettle term appointment^ 
first, and then to proceed to decisions on promotion and tenure. 
This process is moving forward simultaneously in varying degrees of 
.completion for all three categories throughout the Spring term. 

^ i - • 

Statement on Tenure by Chancellor Ernes t Boyer: 
" « .• 

The 1972 Master Plan of State University of New York called for 
a reevaluation of the existing tenure systeih. "It seems clear," 
the plan said, "that the matter of faculty tenure is evolving as a 
major issue which cannot and should not be ignored. We propose a 
careful reelxamination of the present tenure system. The major aim 
of this review should be to retain and enhance the basic goals of 
tenure, while developing^ safeguards against its possible abuse." 

Many groups within the University have given careful and 
thoughtful attention to the question' of tenure. It seems timely 
and appropriate that I comment now, indicating the principles on ^ 
which the administrat io^n of the Trustees' policies on tenure will 
b e b a s e d . " 

The history of faculty tenure is well known. It emerged early 
in this century as a safeguard to protect professional, capable 
faculty members from dismissal for expressing unpopular or 
provocative views. 
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Statement on Tenure ')$^ Chancellor Ernest Boyer ^ . c ont ^ d . 

\ Ov^T the years tenure has contributed enormously to th'e stability 
ana strength" of the teaching profession and to inst it ut iojial 
excellence "as well. *Furthe-r, the condit ions ' of Job security have 
now ejtt ended ' far beyond the ■ f*aculty , and have become a part of 
personnel practices throughout society. The tradition of tenure 
h^s persisted over the years with only occasional criticism from 
those who felt the abuses might o.utdistance the virtues of the 
proc e ss . 

In recent years, however, the tenure debate has intensified 
both within and outside the profession. The exchange has become 
especially hfeated as the growth of higher education has begun to 
level off. So long as the Nation's colleges and universities were 
rapidly expanding, they were able to preserve a fairl^ balanced 
relationship beft^ween tenured and non-te*nured faculty. However, 
the plateauing of enrollment and the resultant slowdown in faculty 
growth has introduced the^very real possibility that in many 
academic departm^ents most of ^^he faculty will in time be tenured. 

Rapid increase in the percentage of tenured faculty will, it 
is being argued, restrict the institution's capacity to respond to 
educational and 'scholarly needs during a tiijie of rapid change. Some 
contend that because of continuing shifts both in _the content and 
the methodology of education, it is essential that younger faculty 
continue to be added in order to keep the program vital. It has also 
been suggested that larger numbers . of women and mlno'rl^ty group 
members are becoming available for employment and, if future employ- 
ment opportunities ar e . r e s t r i c t e d , these groups will continue to be 
disadvantaged. ' ' 

In searching for a University response to. these issues, the 
needs of the institutions as well as individuals have been carefully 
weighed. It is clear that as State University ' s ■ enrollment 
stabilizes, we, too, may have an ever increasing percentage of our 
faculty on tenure if the present rate of increase of four percent 
a year in t he proport i on on tenure persists. Further, it is alst> 
true that since State University has a younger faculty on the 
average than many other institutions, the prospect -of very limited 
faculty turnover may persist for years to come. Given these 
considerations, the University response will embrace ten inter- 
related elements. 



First , the ^t ate University.of New York reaffirms its 
c ommitment to the principles of tenure. This tradition 
has added enormously to the stability and strength of 
our profession and, while 'there are problems and potential 
for abuses in its execution, the principle is sound and 
the policy will ^be .preserved. 
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S-tatement^ Qn Tenure by Chancellor Ernest Boyer , cont'd. 

u 

Second , no rigid quota will be placed on the number of 
tenured ffe.culty permitted in the system. While a high 
percentage -of tenured faculty in a given .department or 
on a c,ampus may be educationally harmful, it also seems 
- clear that an artificially imposed ceiling cannot be 

defended. Such an arrangement ignores interdepartmental 
and intercampus differences and may discriminate against 
unusually gifted non-tenured faculty, including women^ 
and minority group members as they become available for 
employment in larger num'^ers. 

Third , the process by which tenure decisions are fliade 
must be strengthened to. assure continuing appointment in 
the University is extended only to those vho have 
demonstrated the highest competence and whose future 
performance can be reasonably expected to be professionally 
excellent. 

Fourth , to achieve this Essential goal of an eff.ective 
professional review of each prospective candidate, the 
criteria and procedure for tenure d^ecisions on all 
campuses should jyi_,e__clearly set forth and reflect both 
standards of individual professional competence and the 
needs an^d resources of the University. 

Fifth , each college will be asked to prepare an analysis 
of its current and projected level of faculty staffing and 
estimate the relationship between tenured and non-tenured 
faculty during the six-year period 197^-1980. Strategies 
for maintaining a healthy tenure/non-tenure balance within 
and among departments will be developed in the local campus"^ 
cont ext . 

Sixth , the present seven-year rule will be continued as a 
requirement for tenure in the ranks of instructor, gtssis- 
tant professor, assistant libra-^rian, an^ associate librarian. 
However, the present "prior service credit policy" should . 
be made negotiable on a case-by-case Ijasis at the time of 
appointment. It would still be permissible to count up to 
three years prior service credit , but campus presidents would 
have discretion to negotiate this with each newly appointed 
member of the college faculty. 

Seventh , while pre^^rving the possibility of an initial ap- 
pointment on tenure at the senior ranks, the time period 
after which tenure is mandatory should be extended from three 
to four years at those ranks. 
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' t . X ' * 

State'ment ^on Tenure by Chancellor Ernest Boyer , cont'd. 

Eighth , a program of p;rof essional development to equip 
faculty to serve in dther fields and for appropriate - ^ 

rgaspignment to' interdisciplinary teaching and re'searcli ' 
will be developed. Through the use of sabbatical leave 
or special study leaves, most faculty members who find ( 
themselves in declining departments could remain pro-- > 
fesslonally productive, r, '''' 

Ninth , we might also explore the possibility of creating 
a certain limited number of non-tenureqL slots in our 
institution which could be filled on a rotating basis by 
distinguished visit ing scholars interested in such a short- 
term academic experience. Such a plan would help provide 
added vitality in our academic program wit hout Jeopardizing . 
the essential principles of pr o f e s s'ional stability. 

Tenth , the matter of retirement in "the University should be 
examined,'- We may wish to consider the possible reduction of 
the present maniatoHry age for retirejnent of faculty- from 
TO to 65, In addition, Ve may vish "to give serious 
consideration to the development of an early retirement plan 
Vhich^, would make attract ive ' the withdrawal from State 
University employment as early as a^e 55 or 60, 

" These moves, taken together, should enable the University to 
maintain a vital and creative faculty, the central ingredient in 
thfe educational .process , I plan to preserft' to the Board of Trustees 
of the University specific proposals for amendment ofn^their P>slicies 
where n.ecessary and appropriate to 6ffe<jt theSe moves. Some items 
Will, of co'Urse, require further -consultation Or more formal 
negotiation, 

Loo^king ahead, I am cone erned that We continue "to exai^ine the 
University tenui*e arrangments and procedures to assure that they 
remain .effect ive We should, for example, look for ways through 
which the ef f ectiveness^^ creativity , and professional development 
of faculty members can be professionally reassessed for those on 
continuing appointment, as it now is for nan-t enured faculty, 

• , ■% 

Finally, we must remain sensit ive tb the human equation in 
this, entire i-ssue,' Discussi9ns about tenure quotas and ratios and 
enrollment '^rends \should not obscure th'e fact that we are not only 
talking abomt the well-being of an institution; we are also .talking 
\ about the c^areers of highly qualified professionals , Here, as in 
all other ^areas of University concerh, we must be sensitive to the 
individuisfl /faculty member while responsibly serving %^roader 
institutional interests as well, ^As thes^'e twin ^concerns are^kept 
in prope^r palanc^e, I am convinced 'the appropriat'e policies will be 
developed and sustained, ^ 

^" ' ^ ' / ^ 
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Annual Procedure s, " y ^ ' " , * . 

Statement on tenure by Cfaancellor%(Erhe&t Boyer , -cojat'd. * t 

In'tlie words of 'the recehtly released joint AAC-AAUP report,. ft t-ejiure 
policy "rightly understood and properly admirtii^tered-" will be the sourcje of . 
strength to this, Umvs^rsity. T trust the principles set forth in; this statement ' 
will contribute to that understanding and^-fe'dmifaistration. • 

Non-Teaching . Professionals ; Evaluation r , , « - 

It is 'the policy of the Collfege to' evaluate formally the' performance of all 
non-teaching professionals at least* once each year. In "addition, informal 
evaluations^ may be made by an immediate supervisor ''^t any time,- * ^ 

• Formal evaluations of NTP members of the bargaining unit (United University 
Professions ,• Inc^* ) sTiall« be made in -accordance with prod¥d%ires establishedv in 
the "Memorafidum of Understanding Between' the l^tate University of New York and 
the, Senate Professional Association Rfelating tc a System of Evaluation for ; ^ 
Professional Employees," dated May ^ I*,. 1972^ a copy of which may be obtained from • 
^^the ^ffice of the Assistant Vice-President tor Business "Affairs . 

N<an-^^eaching Professionals: Promotion : / " 

' It shall be the polic^^ of the' Colfege to give consideration for promotion 
Qf any non-teaehing professional (NTP) and to pemit' promotion^ where appropriate.* 

. . The important decisions relating to promotion and renewal, of term 'of 
members of the ''NTP* staff are mad^ with regard to the following criteria relating 
to the^ particixlar type of duties and responsibilities' for which, a given-^ employee 
is being considere^d: (l) effectiveness in performance ; (2) mastery of \ 
s^ecializa/fcion; ^3) professional ability; effectiveness in University 

seTrvice; (5) cont*inuing gr,owth. The foregoing criteria are not intended to^ be 
all inclusive. ^ • ' . " - ^ 

. " ®^ . 

Promotion of NTP members of the bEirgaining unit (UUP.) may be accomplished, 
•by action of the Eresddent^Qr by action of- the NTP -himself • If, the NfP wishes 
to "apply ,for his or her-^own promotion $ he or sfee mu^t follow the •procedure^ • . . 
estalDlished i'n the "Memorandurn'of Understanding'* Between the State University of 
New York etnd the Senate Professional ASiPociation' lelatin^ to a System of Promotion 
for. Professional EmifJloyees dated May 1972, a ccfpy of which may be obtained ' . 
from the of fide of the Vice President for Business Affairs. 
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■ '*^Grievan;ce Procfedure: - . • ^ 

- — • « • 

As a resialt of state-vide negotiations all employees (vi-Kfe the ex'^eption 
of persons designated as 'majiagementyconfidential) have access' to an* * 
, established administrative procedur^ 'designed to facilitate the resolution of 
grievances • A description of such procedures is provided in the Agreements 
between the State of Nev York and CgEA , \JW and Cotmcil 82. ' ^ ' / ^ 

Wheare the Gri'^vance provisions of the Agreements between the State and 
CSEA, UUP and Council 82 refer to the '^President 's Designee" ' such reference 
' shall -be .to Mr;. Van Quaal, Vice President "for Business Affai'rs. *Mr. Quaal's 
. office is located in 208 Erwin Administration Building, 

A'Cting: President , Circumstances : 

'The Policies of the Board of Trustees provide for'^the College ' s . leadership 
beings vested in the chief . adalii^iistrative officer who, on each cfimpus , \hold& 
; the title of College President • The P3resldent, as a consequence of his leader- 
ship ,i:esponslbilities , may b^ away from the campus frequently. Unless the 
President is out of the couijitry, he is available for necessary , contact in 
matters o;f ^.extreme importance to the campus • However, in order to provide for 
mqre- "immediate attention to matters of an emergency or routine nature, the 
"responsibility for the administration of tlie campus shall res-^ respectively 
and in «prder with*: ^ ^ 

' * *A. Vice President for Academic Affairs " . 

■ H;'-." - ■ 

* B. Vice President for Business Affairs 

C. ^Vl-ce President for Studejit Affairs 

Should it be necessary for^all-of the above to be absent from the campus ^ at 
thie~"same time, ^ the' President or the administrator who is serving temporarily 
/xn the absence of the President shall name a responsible administrator tp 
%erve as Acting President . Should- special circumstances require this latter 
action, it shall be commuhicated to the appropriate offices of the College and, 
to the Central Offices of the State University of Mew York. 
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PROFESSIONAL STANDARDS -AND ETHICS COMMITTEE 




Procedures of the Professional, Standards and Ethips Committee: 



A panel of five persons drawn from th€ Committee as described 
in the Genesed Faculty Constitution will he.ar allegations pf 
breaches of ethics of "st andar ds c ommit t ed by a faculty member while 
performing his. teaching responsibilities o'nlV afte;r the following 
steps have been. taken: 

1. The student, member of tlie teaching faculty, or 
administrator who wishes to bring allegations against a member of 
the teaching faculty shall first submit the allegat ions t o the 
faculty member's department chairperson and shall give the chair- 
person^ a reasonable^ amount -of time to work out a solution 
satisfactory to the parties involved. . If the « alle gat ion^ involv^ 
the teaching -practices of a departmen^ chairperson , such allegation 
shall be submit1;ed directly to tha, Pr e^ ident; of the College. 

2. If that step fails to the differences, the« 
complainant may submit the allegations, which must be written and , 
signed, to the President of the College. The President or his 
official delegate will^ attempt to resolve the differences informally 
to tfce satisfaction of all ethe concerned -parties . 

' " 3, I.!#^hat step fails to re solve the ■ di fferenc e s , the ^ - 
complainant or the faculty member against .whom the allegations ^re 
dire«cted may ask the Chairperson of the Faculty Senate to convene 
the iPl-ofessional Standards and Ethics Committee to' hear the- 

.allegations. After the Executive Committee of the Faculty Senate 
has determined th.at this Committee is the appropriate committee 
to consi-der the allegations, the Chairperson of the Faculty Senate 
shall constitute a separate panel" of five members from the Committee 
tneinbership in the manner de s c r ibed "in the Faculty Constitution ar^d 
sMll send its chairperson a copy of the allegations. 

The panel 'designated to hear the allegations will use the ^ . 
following procedures for hear ing'^^and deciding upon the allegation^ 
pr e s ent ed : o ' - " 

- 1. In setting the date of a hearing, the panel shall permit the faculty 
member agaiTist whom the allegations are directed a^period of. at least two weeks 
after the delivery to the facuTty member of a detailed statement of the alleg- 
atiOn^ tn order to permit the faculty member toWepare a defense. The hearing 
must be held, however, within a month of the saifcl delivery. 
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Procedures of the Professional Standards and Et hi c s Commi 1 1 ee.^ cont'd, 



2. When the panel informs the fac>ulty member /Cg'ainst whom tfee 
Allegations are directed of the date of the hear;in/g, it shall 
communicate to him these procedural guidelines as well as any 
other detailed rules ^or governing its operation which it may have 
drawu up. * 

3. The faculty member against whom the allegations are 
directed shall be permitted a total o^, three peremptory challenge s 
of the members of the panel hearing the allegations against him. 
Panel members .^peremptorily challenged shall be replaced by other 
members of the Committ'ee upon selection by the Chairperson of the 



/ 



Faculty Senate . 

h. All hearjlngs will be in private, without publicity. 



5. The Igresident of the 
attend the hearing and may be 



College or ftiis official delegate may 
called as ^ wit] 



, ne s s 



6. Both liTie complainant and the faculty member against, whom 
the' allegations are directed shall have the right to be assisted by 
,counsel of his or her choice, but s.ince the Professional Standards 
and Ethics Committee is not a court of law, procedures applicable 
in a court will not necessarily be adhered to during the conduct of 
its hearirig. * < 

7. The faculty mejnber against whom the allegations are directed 
or his counsel and t-he President of the College or his or her 
official delegate shall have the right, within reasonable limit s,,i 

'to question wi t ne s s e s ° who testify orally. 

8. The faculty member against whom the allegation^ are 
directed shall be told the identity of all witnesses who do not appfear 
in person and shall be permitted to. read and ch&llenge any state- 
ments. made by such witnesses that are considered by the Com:mittee. 

-9. The panel shall aid the faculty member against whom the 
allegations are directed in securing the attendance of all 
witnesses whom he wishes to appear.-^ ^ 



10, 



All testimony shall be recorded. 



11, After reaching a decision with respect to a case, the panel, 
shall send its written recommendation as to what action, if any, 
should be taken and a copy of the record of the hearing to the\ 
faculty member against^ whom the allegations larre direct ed . It . ^ 
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PROFESSIONAL STANDARDS AND ETHICS COMMITTEE 



Procedures of the Professional Standards and Ethics Cbiiiiaitt ee cont^d. 

shall also send its written r^ec ommendat ion , a copy of the record of 
the hearing, and a statement of the procedures it followed to the 
Chairperson of the Faculty Senate, who shalU forward copies of all 
three to the President of the College for his action. 



PROFESSIONAL STAFF: RESIGNATION & RETIREMENT ; 

State University policies regarding terminations of service 
and retirement are. provided in Articles XIV and' XV of the Poli-eies 
'of the Board of Trustees , 197^- ' 



Professionals who are resigning or retiring should inform the- 
President of the College by letter of their intentions. 



COU NSELING STUDENTS ' 
— r-^^ 

The counseling of students for problems that are associated 
with adjustment to th^ college situation is carried on by the 
Counseling Division of the Office of Student Affairs. Trained 
counselors are available to help faculty who feel that students are 
in need of professional services in this respect. The College 
also-has available the services of a psychiatrist for consultation. 

Faculty Advisor^s, Academic ; ^ 

Academic advisement is a responsibility of the teaching faculty 
of^ the College. Assignments for this responsibility are coordinated 
by the Coordinator for Academic Advisement. Faculty advisors are 
responsible for the orderly progression of students through their 
chosen program of study. The advisor must verify that the student Vs 
choice of subjects is consistent with' his or her program at pre- - 
registration and at such other times as is necessary. 

Advisement Policy : 

I. Assignment of Advisors 

A.' Academic ■ advisors shall be assigned to all 'Freshman to all 
first semester Transfer Studen^ts, and to all other students 
who d6 not wish to assume full responsibility for th^ir own 
program. 

X5 • - ' 
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COUNSELING STUDENTS 



Advlsen^nt Pollq/y , cont'd,' 

B. For all st udent s as s'i gne d %o academic *advi sors , the 
. following procedures shall be followed: . » o 

1. Freshman 

a. Entering Freshman shall be advised during the 

summer .orientation program by a group of advisors 
assigned especially for this purpose. W.here the/ 
student has a preference in a broad academic area 
I » such student dhall be assigned to an advisor 

. . representing that area. 



The fadu^lty - appoint ed to advisement duty during 
summer orientation shall include at least one 
member from each of the following braod academic 
area^s : Education, Fine Arts, Humanities, Soe^S^l 
Sciences, Physical Sciences. 



S e c o i n d Semester Freshman ; For the purpo*se of pre- 




registration for the s^'econd semester- of the fresfti^ 
man year^ students shall be assigned to advisors 
who have expressed interest in Freshman advisement 
specifically, subject to the -following provisos: 

1. Where the student has expressed a pre- 
ference for a broad' academic area, every 
effort shall be made to assign an advisor 
from that area. • , 

2. A student with a clearly stated commitment 
to an academic major or program shall be 
assigned an advisor in this major depart- 

^ ^ ment or program prior to pr eregist r at ion . * 

Assignment to regular advisor : By the middle of the 
second semester of t^he Freshman year, students shall 
be given the opportunity ^to elect, a ma^dr or major 
program and shall be assigned to an advisor in the 
appropriate Department or program. 

Any student who does not elect a major program at 
this time shall retain his or her initial advisor 
until he or she requests a change an^d/or elects a 
major. ^ . 
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Advisement Policy , cont'd. 

ansfer Students . c 
~ • * • 

a. Entering transfer students shall, where possible, 
be given an advisement a'ppointment during the 
summer (or semester) 'preceding their first 
registration. Advisors shall be those appointed 
for advisement during summer orientation. 

At orientation, the student shall be assigned to 
an advisor from, his or her broad academic area. 
The student and his advisor shall have available 
at least preliminary evaluation of transfer credits. 
It is the student's responsibility to see that his 
or her transcript is forwarded to the Office of the 
Registrar. ^ ^ • 

Following the initial registration, students shall 
be assigned to an advisor in their^ major department 
or program. 

b. Where the transfer student arrives on campus too 

, ^ . late for the above proc edure , such student shall be 

asked to elect a major and shall be assigned to an 
advisor in his major department or program. 

The student and the advisor shall have available at 
least a preliminary evaluation of transfer credits. 

C. Upon electing a major department or program, the student^ 
shall be given the option of choosing Ws advisor within the 
Department or program subject to the approval of the 
Department . Chairperson (or Program Director) and the 
acceptance of'the responsibility by the designated advisor. 
If the student "e^xpresses no preference, the Chairperson 

(or Director )/ shkll assign the student an advisor. 

D. A student may request "a change of advisor, either because 
of'a change in major or because he or she feels that a 
change of advisor will be beneficial to his program. Official 
acceptance 'of a ^new advisor must be approved by the advisee's 
Dep'&.rtment Chairperson (or Director). 

All such changes shall be reported to the previous . advisor , 
the new advisor; the appropriate Department Chairperson 
(or Director) and the Office of the Dean for Instruction in 
•orAer to provide continuity in the student ' s program . 
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Advisement Policy , cont'd. r. • . 

E. All Sophomores, Juniors and Seniors (with the exception of 
first semester transfers and tho-se in academic dif f icMltfy ) 
shall have the option of dispensing w^ith formal \ac ademi c 
advisement provided that: ' _ 

1. The student signs a release form whic.h'^is the pre- 
registration card indicating that he assumes personal 
'responsibility for meeting all general and major degree 
requirements for graduation from the College, The form 
shall be deposited with the Registrar and be retained 
as part of the student's record so long ks,^ the student 

■/isinresidence. 

2. All student s ' shall retain their assignment to a 
permanent advisor whether or not the student has 
elected to^ act as his or *her own advisor. Such advisor 
shall maintain a file Of the student's records which 
are di st r ibut ed . 

Any student who is^ acting as his or her own adviisor 
and who subsequently requests assistance with advisemerjt 
shall report to his or^her permanent advisor for such 
assistance . ^ ^ ^ ' 

II. Advisement Procedure . - . ' 

A. The most recent College Catalogue shall be made available"' 
to each a^isor and student. The catalogue shall be 
availabl^in time for the summer orientation program each 
y e a r'V— >s^^jf^^^ 

'B. Summer orientation advisors shall be provided with 

descriptions of new courses and programs. Students and 
their" advisors shall be supplied with current and 
correct official curriculum guide shee'ts and brochures 
prepared by the Office of the Dean for Instruct^ion 
summarizing general degree requirements as well as other 
i^aterials which may be deemed necessary. New guide sheets 
and brochures will be issued as necessitated by official 
changes in program, major or degree requirements. 

C. Academic advisors shall be provided with a record of all 
changes in a student's program including the student's \ 
use of the Drop/Add option. (implementation of this polic; 
section may be deferred until the campus acquires the 
' . necessary computer capability). 
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CQUWSELING STUDENTS 



Advisement Policy , cont'd, 



Each semester prior to pr er egi strat ion , the Office of 
the Dean for Instruction shall provide each student with 
a record of his progi*ess through the degree requirements 
such record to be ;revised in the event that degree 
requirements change. (implementation of this policy 
section may be deferred until the campus acquires the 
necessary c^omputetr capab'ility ) . 



III. Responsibilities 



Responsibility of Academic Advisors 



The advisor shall be aware of the curricujtar 
requirements of each advisee. 



3. 



The advisor shall keep records of decisions made 
under advisement each semester on the official 
curriculum guide sheets. 'A record of courses taken 
shall be kept current. 

Advisors shall post a reasonable number of office 
hours f or .advi sement during the registration periods. 

Advisors shall observe the general College Policy 
of preregistering student s in courses for which they 
l^ave had adequate preparation. Advisors shall take 
note of the numbering sequence of courses, and try 
to maintain an orderly progression of study from the 
most elementary through the most advanced course work. 

First-year faculty should not be asked to advise, 
unless they have had prior experience with advisement 



Department Responsibility 

1. Departments shall make an effort to keep Catalogue 
course descriptions consistent with actual course 
content. Where significant and legitimate variations 
in actual course content can be expected Catalogue 
course descriptions should be sufficiently general* to 
encompass this range^ of variation. 

2. 'Departments shall be given the option of designating 

specialized fetdvisors. 
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COUNSELING STUDENTS 



Advisement Tolicy , cont'd, 

a. These advisors shall be; 



1, general advisors who are assigned students 
uncommitted .to a major program 

2\ certification advisors who work with students 
seeking certification 

3. department ma j or advi sor s who work with students 
majoring in the Department 

In dep'artment s adopting this specialization option, 
si/ch specialization shall constitute a limiting 
factor o; 
a d V i' s o r • 



factor on the student's rightj^ to choose his own 



c. Such specialzed advisors can be given release time 
only by special sigtied permission of the Office of 
the Vice President for Academic Affairs, 

♦ 

3. Temporary advisors shall be appointed by^^the Department 
Chairperson whenever a permanent advisor\is abg^ent from 
campus . during the advisement period by reason of leave, 
other professional duties, or illness, 

h. Departments sfciall not Refuse to provide advisement for 

all students who request advisement from them appropriately, 
or who are referred to them for advi s ement^ by the Dean 
for Instri^ct ion • 

5. The student in advisement shall take the responsibility 
for any changes in his or her signed program, 

C. Student Responsibility 

1, The student shall familiarize himself with Core Require- 
ments, Degree Requirements , hours(credits) required for 
Graduation and Academic Policies as stated in it.he College 
Bulletin. , - ' 

2, The student shall arrange an appointment ^with his or her 
advisor during the regularly scheduled advisement periods^ 



3, The student shall be responsible for the delivery of hi 
advisement folder to hi^s or her new advisor whenever a^ 
chang:e of advisor is approved. 
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Advisement Policy , cont'd. 

The student who is in the active advisement program shall be 
responsible for notifying his or her advisor of all registration 
and of add course changes. 



D. .A'iministrative Responsibility 

1. ^ In the absence of the advisor during a registration period, only 

the Dean for Instruction or his or her deputy shall have the 
authority to change a student's program, or enroll the student in 
a class not approved by the student's advisor. 

2. The Dean' for Instruction shall send a final copy of each student's 
prograjn to the student's advisor at the end of each registration 
period. (implementation of this policy section may be -deferred 
until the campus acquires the necessary computer capability) . 

IV. Verification of completion of degree requirements 

A. Verification of completion of all degree requirements for graduation 
shall depend upon review of the student's record by the student's 
advisor (where applicable), the Chairperson (Director ) of the Major 
department' or degree program and the Office of the Dean for 
Instruction. > 



V. Registration Procedures ' . 

A. All students on campus shall register properly during the registratio 
period* ' ■ ■ 

B. The student serving as his own advisor will obtain his registration 
card at registration. 

C» The Drop/Add period" provided for necessary program changes shall be 
limited to a 5~day period, which shall begin on the Friday of the 
first week of instruction and continue for h working days thereafter. 
No student shall be permitted to add a course after the end of the 
drop/add period. 
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■ Faculty Advisors for Student Qrgani;aations : 
Selection: 



Faculty advisors or an approved substitute may be nominated by the 
student group. In some cases, such as departmental clubs, the department will 
suggest available faculty names for advisors. Organizations seeking advice 
on advisor selection should consult the chairperson of the Student Affairs 
Committee of Faculty Senate or the College Activities Office. Advisors will be 
recorded in the College Activities Office. 



Function: 

The primary function of an advisor to an organization is that of 
consultant. When present at th^ meetings^^ahd in working with the students, 
the faculty advisor should perform in a consultative role. The group must 
give the advisor the opportunity to work with it, to be familiar with its 
program,^ to get to know its members and to think of himself or herself as part 
of the organization. 

■ The advisor may work closely with a group or act only as a consultant, at 
the discretion of tjie organization. However, an advisor is expected to maintain 
meaningfiil involvement with the organization, this usually involving attendance 
a'^meetings or consultation with organizational officers. The advisor may assist 
the organization in its attempts to evaluate its strengths and weaknesses. He 
or she can give -^it continuity that is otherwise difficult to maintain with. a 
constant turnover in a student population. A faculty member will contribute his 
time and service as permitted by proper -attention bo his or her primary 
responsibility - his professional work. 

s 

Individual faculty advisors giving legal and responsible advice should be" 
covered by the Public Officers' Law, Section IT. Non-college advisors should 
be advised of- their liability status by the Studen^t Activities Office. Consult 
Faculty Handbook for provisions of the law. Mt should be understiood that the 
fq.culty advisor does not necessarily adhere to the political or social views of 
the organization to which he is advisor-. 

Relationship of Advisor to the Coordinator of College Activities : 

Faculty advisors and members of the student group are urg'ed to talk with 
the Coordinator of College Activities whenever they wish to explore further any 
matter which pertains to the particular group. 

The faculty advisor is the liaison and active agent for assuring that 
college policy is properly interpreted and implemented by the particular group'. 

The Coordinator of College Activities will assist any group with a 
particular prpblem or project. ' ; ' " • 
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Professional OrRanizationa : 

There are local ' chapters of the following professional organizations 
at (ieneseo : 

• 

American Association of University Administrators 
American Association of University Professors 
New York State Teachers Association 
•Faculty Association, Staie University of New York 
Phi Delta Kappa 
Ka^pa Delta Pi 

United University Professions 

» 

Artist Series : * 

The Artist Series at SUNY-Geneseo , called the Limelight Series , brings * 
to the cagnpus professional perfonrfances of the highest caliber in music , dance 
- and theatre. The performances are selected by the Limelight Council, a part 
of the [Student Activities Commission. Th* Council is composed of students and 
Is advis^ovby the coordinator of college activities, three faculty members from, 
the Fine Arts Division and one faculty-at-large . The Limelight Series" is 
subsidized Dv mandatory student activity fees , thus providing excellent cultural 
events at reouced cost for the Geneseo community. 



The LimelnNght Series is open^o air. students , faculty^, staff and the public. 
The programs have reserved seating and Series subscriptions ar'e available. Infor- 
mation, regarding \he Series subscription' sale which is held during the first weeks 
of the first semes\er can be obta^ed by, contacting the College Activities 
Center. Individual\tickets ,to eacfh performance are a^-so usually available and 
may be purchased at ^e College Union InfopfiaMi^^v^enter dne week prior to the 
performance . . ^ . \ ' 



Artist Residenci.es and workshops which are part of the programs on the 
Limelight "^ries are usually open and are publicized ill the local media. 

■^fhe College Rela^^^kotfs^Qf f ice : 

The Office of College Relations is designated by the President as the office 
responsible for publicizing activities at the college and those held on campus ' 
under the direction of college personhel. 

The office is- interested in news involving members of the campus community, 
including faculty re3earch, publications and awards, speci&.l programs operated by 
faculty or staff, and general interest activities. 

The office will disseminate information on college events to the news media 
and si^T^.uld have this material in advance to insure that it is properly prepared. 
Those in charge of various activities and programs should feel free to cQnsult 
with yhe Director of College Relations regarding publicity. 
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The ^gollege Relations'' Office cont 'd. ■ , ^ ^ - ' 

( 

Coinpass : 

' / ' 0 ' " 

/ 

f The "Geneseo Compass'* is the College's officfad newspaper. Published 
"biweekly during the academic year by the College Relations' Of f ice , the Compass 
Is distributed free of charge to all campus buildings, including the resilience 
Jnalls. It is also mailed to some 600 area residents and aluraxii who have asked 
"to receive the paper as a means of keeping up-to-date on activities at the 
College. The- newspaper , is intended as a vehicle of information and communication 
for all members of the College community. Faculty, student and staff members and 
organizations are encouraged to submit newsworthy information and letters on 
matters of concern to be considered for pul^lication. 

All material should toe typed double-space .and be brought or sent to the 
College Relations Office, \201 Erwin, by k p.m, Monday ^,of the week in which 
publication is desired to kllow for editing and placement. Final decisioi^s 
regarding publication of al^ laaterial submitted rests with tl^e Editor. 

Speech and Hearing Clinic : 

^' Disorders and defects of speech siich as articulation, phpnation, language 
disorders, delayed speech, stuttering, aphasia, speech problems related to 
hearing as well as diagnostic hearing testing are, a daily concern in the. Speech ^ 
and Hearing Clinic now located on the second floor of the Sturges Building. 

In addition to college students, the Clinic enrollment includes children 
from area^ sciiools including Holcomb, Canaseraga, Wayland, and York-. More than 

l80 individuals \re seen weekly, including referrals from physicians. 

^ ■ 1% 

Diagnostic speech and hearing examination, 'or out-patient clinics, are 
scheduled for any New York^ State resident upon request. The results of testing 
detemine enrollment in Clinic or referral to other agencies. 

. The Speech and Hearing Clinic, functioning in the dual capacity of service' 
and training, offers the. curriculiim majorsr an , excellent background and 
professional experience for taking thjeir place in the educational and clinical 
world. 



Campus ^La'bbratory School : 

r.Winfield A. Hblcomb airnpus School was opened In l969^nd was (ilesign^d 
the needs Qf a modern edi^ca'tion program for 'children.* The Sehdbl • 
contains observation rooms, 'closed /circuit television facilities, Olinical ar?as , 
and other; 'specialized ai^eas . " " ' " * ■ - ' ^ 

The Ho'lpojElS Campus School^ serves as site for tbe observation of crhi'ldren, 
part'icipation->''*and "Bori^e Qf the student teaching programs of the Col-lege . *These' 
activities are of a varied nature and involve ^several departments of the College ^ 
as -well as. th^e maily concerns of the Division of Education including the Reading 
Clinic ah4' Special E'^ucafion ^ for CMd&l^^en withv^Retarded Mental Development. 

Some: of the activity of the Campus School faculty and students .relates to ^ ' 
expi^oratory work in education, and there is also use of tl^^e staff *of the scho9l • 
■ aslconsul'trBnt^ in. special .fields . ■ • ' ,. . 

Collep.e Bookstor^eu ' ^ ' 

^ . ' ^\ ■ ' ^ I o , o^' ' ^ ' ' t. . ■ , 

Th^ College BppkstoYe is operated^ as " seJ-vice to students, faculty and staff 
Its policies are undej-'the control*' and direx:tion of the Faculty Student ^ 
Associ9.tion'.. The convenient '-location of this facility on the main floor of the 
College. Union makee» it the recognized source for textbooks,, supplies , a!nd 
^"bersonal bboka. 



Among the services ^providFed by the • Bookstore, ..are'' orders 'Tor magazine 
subscriptions, trade books „ caps -tod gow^s , An extensive paperback library 
is al-so available lit the Bookstore , . ,„ . • • - 



Reg,ular 




^okstore hours : 



300*^^:0 re- hour^ 



Monday^ through Friday 
8:30 a.rfi. 7 1+^30 \p.m.. 

Closed' Saturday 



"tfe^trugh Friday 
.m. ~*la:30 p-m. 




'Closed Saturday 



College Union : ^. * , ^ ■ *^ * ' ^, ' > 

^ 'The ^ollegl'. Uaioa^is th^ community center of the College. Its facilities - 
•^d services are fo^ the use and bei^fit of the entire college- community?- ; 
students, faculty, adjiJini^tratvion ,. Auinni , and guests . 

the College Bookstore^ a cafeteria/ 
a'"*^recreatiOn area,* a 'crafts center, 
student "off ices and the Colleg,e 



Iricrlude'd in the Unioi^/f^ci'ljjHU^^ 
snapk, bar, i^ausie listening rt)oms ,yTV r; 
several lounges , *a ballroom,^ meeting rooms. 
Union. and Activities staff office^. 



College Union , 'eont'dJ * , • . . t, 

The College* Union an'd Activities Divisj,pn hes responsibility for scbe^iuling 
tlie Union and otljer campus faci.lities for qvents ai:>4 activities sponsorecj by • 
st'udehts , faculty , 'and *staff. " * ^ . 

Infqrmation regarding scheduling and reservation procedures may be obtained 
from' the Activities Center located on the third level of tl^e College Union 
(.Tel. '2U5-5855). / ' . ' • • - • , • 

College. Qadio Static^ ns ; V ' • ' ' , ' 

•■ ■ • ■ . 

There are ^*tvo radio ^stations on campus, WGSU (FM)' is "licensed by- the* 
•Federal Coiirmunieation§ Commission as an Educational FM radio station, operating 
on itsp assigned frequency of„ 89.3 megacycles vith an effective radiated power 
of 1,800 vatts. This - station is supervised by th,e InstructJipnal Resources 
Centet* . ' . ' •. . ' . " - • 

**.*'. ' ■ " , ■ 

A second radio station WG3C (AM)., vhich is student operated, transmits to 
the college residence halls by ^means of cloSed^circuit carrier current at 6kO 
kilocycles on the AM 'dial." ^ . - ' 



■ - . COLLEGE ^LIBRAglES . , " , ' 

Cpllege Dibrary: General :' . - . 

Tihe mission of the Cpllege' Libraries^is two-fold) to b'uild, and organize 
comprehensive collections in support of undergraduate , graduate , and, faculty 
study a^d-aGholarship, and fo provide information services which will encourage 
optimum dse of library materials and facilities.^ , . , 



THe College's library collectiofli^nqlu'de the general book and periodical 
%collecti»oh the general- reference collection, the federal and state do'cuments 
^depository collections the Qurriculum Mate^rials ^collection, m^aps , and recordings 
Special Collections maintained include the College Archives 5^ Rare Books, the 
Genesee Valley Historical Collecti<i)n , and various smaller segments. The Library 

V Science Libraiy ^includes materials ' relating to liSrary and information science, 
printing, documentation, and' juvenile and young adul1^ books. The library 
collect i'ipns are organized , by subject following the Library of Congress system 

-^-ijor book classif ication . ■ ' . . , 
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COLLEGE j LIBRARIES , cont ' d . 



Libraiy' Honrs : V . ^ * • 

Duriag» the regular academic year, the Library is open 93 hours each ^ 
week : " ■ 

Monday - Thursday ff^OO a.m. -'11:00 p.m. 

Friday . ^ 8:0'0 a.m. - 10:00 p.m. 

, Saturday ^ , 9:Q0 a.m. - 5:00 p.m. 

" . . Sunday 12:00 p.m. - 11:00 ^\m. » 

' I . ■ " ■ 

' Ordering Materieils : ^ 
* " ■ ' ' 

Library materials are ordered through the department with the approvafl. 
of the chairperson or a designated library respresentative . Purc\iase 
recommendation /onus are secured from the chairperson. Purchase recomraendations 
must be typed on the form provided, Accu^'ate bibliographic information is 
essential. Bookrorders are usually pro^cessed within a few days of receipt. 

^ Books, backfiles of peribdicals, and periodical 'subscri;^tiona are .charged 
tjCfe the depart&ent^s library purchase allocation. Allocation balances are 
adjusted" biweekly and information cohceiuiing these is , available upon r'equest to 
the department chairperson or the designated representative. 



Normally, a new volume is processed anojready for use within one month 
after it has been received. As books ^re added to the collection , copies of 
the .Q-ri gjnal order form are returned^ to the chairperson of the department 
initiating', the order. Tftis enables the department to .accumulate a file 
indicating library holdings in a particular subject fields.'- The Library's New - 
Book List , listing most materials added, is distributed biweekly to all ^ 
department chairpersons for routing and posting-. ' ' 

Reserve Requests : " ' ' 

Course collateral readings 'are given 'Reserve" status at the instructor's 
request. Only*':^ems wh.ith are required . readings may be placed on reserve. 
Reading assignments should npt be made until^th^ book has been processed for 
reserve. The usual loan .peric5d for reserve materials is 2-hour/oYe^^night loan. 

.One-, three-,' and seven-day loans may be specified .by the instructor if preferred 

'Only one item m'ayNt^e charged out to a borrower at one time. 
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' Reserve Req_uests , cont*d. 

Reserve list forms and instructions are secured at the Milne Reserve 
Desk. All information requested on the form should be supplied by the 
instructoi^. Requests should be typed with the books listed in alphabetical 
order by the name of the author. Requests are processed in order of receipt 
with the except ipn of those with incomplete information which must be done 
last. ■ ^ ■ 

<i 

Two weeks prior submission is expected at the beginning of the semester. 
During the semester, at least three days notice is necessary. 

• Loans to Faculty : 

Faculty mrky^isharge general, collection. materials for one year. Materials 
are subject to recall after four weeks if requested, by another borrower. ^ . 
Recalled materials. can be recharged to the faculty member following their - 
interim use if so reqxTested. Items may "be renewed once. 

Restricted Ipan items, including materials from the Curriculum Resources .. 
Center, Special Collections, and Reserve, circulate to faculty members for the 
specified titne ^periods . Periodi^Oals circulate for two days. / Special permission 
may be obtainedi from a reference librarian to borrow tiollection materials. 

faculty spouses r^y borrow, materials for the normal three week loan period 
after completing a borrower * s -identification card at the . Circulation Desk. 

As with any borrower faculty members are - responsible for the replacement 
cost of any library item lost or severely damaged while in their possession. 

Inter-Librar;vP Loans : - ^ ' ^ 

With some exceptions, research materials not available in the College' 
Library may be secured from anO'ther library in the region, state or nation 
through inter-library loan. Requests for such materials are made through the 
Reference Librarian. The Library is a participant in the Rochester Regional 
Interlibrary Loan System (RRILL) and the New Xork State -Interlibrary Loan 
Sys^tem (NYSILL) . * . ' 
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HEALTH SERVICES 



The College has a modern Hea3/th Center for the health care of the student 
body. The Health Center is administered by the Office of 'Student Affairs and 
is under the control of the Director of Health Services. The Health Center 
includes out-patient clinic services as well as an infirmary area for in- 
patieKtt care. It is staffed by a professional medical and nursing staff and 
is a/ailable to students for their health needs. 



Medical Exemptions : 

The Health Service does not excuse students from classes; this decision 
is made by the instructor. Absence due to confinement vith illness will be 
recorded in the student ^s Cumulative Health Record and can be reported at the ^ 
student's request to an instructor in the fallowing caSes: (^l) the student 
is seen for illness at the Health Service and admitted for in-patient care, 
sent home, or hospitalized; or (2) the student has been ill at home or hos- 
pitalized and brings a stat^ent from his attending physician. The student 
should notify the Health Cervfc^ upon retxirn to campus from medical absences or 
leaves . ' - ■ . 

It is the responsibility of the^^tii'dent alone to satisfy the instructor 
•regarding other absences. The instructor, with the student's knowledge and 
consent, may ask a physician or ps/chiatrist about conditions which did not 
require confinement but may have affected academic work if he or she chooses to 
do so. The Health* Service will not ordinarily initiate such contacts. 



/ 
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Recreational Fac il it ie s 



The facilities of 
D*epartment a,re availabl 
day week period at designated times 
each semester and summejr session at 
The handball, squash, p 
all of the other facili 
may be utilized by facu 
and Recreational activi 
for recreation are also 
faculty'and staff. 



the. Health, Physlftal Education and Recreat ion 
e to faculty and staff throughout a seven" 

. A time schedule is set up for 
t.he beginning of the s'c h^pi-Ty^^ 
ddleball courts must be scheduled daiiy-bout^ 
ies of the Schrader building and the Annex ;: 
ty and staff for participation in Intramural 
ies other than class. hours. Opportunities 
provided to the immediate family members^ af ^ 



A complete schedule for' the use of the facility may be obtained 
from the Health, Physical Education and Recreation Department. 



INSTRU,gTIQNAL RESOURCES CENTER 



-The functi^fi of the Instructional Resources 'Center ^i^is to make 
total college instructional program more effective. Therefore, 
Center will assist, and 'guide faculty j^n the selection, productipji 
utilization of media to facilitate learning. 



the 
the 
and 

Consultation service is available to help facul-ty plan. for * 
the use of all types of m'edia in their courses. In addition to 
consultation services, the Center aids in thfe^ de'sign and production 
of audio materig-ls; televi s ion presentat ions (live or recorded); 
photographs; black and white and color slides; motion pict-ures; 
many types of graphic materials including overhead transparencies, 
charts, graphs, illustrations and other desiigned instructional 
materials. Training ©elated to the use of materials and equipment 
can also be V^^Q-r^Sed. 

Requests for films and other rentable i n s t rue t i onal mat e r i al s 
should be sent' directly to the Center for processing (this service 
includes ordering, receiving, distributing, and re-fiurning the 
materials for the faculty members). Whenever there is a charge for 
the ^refrtal of materials the cost will be borne by the department 
using the -mater ial . Support services such as equipment and operators 
will be provided whenever possible. These needs can be booked 
directly with the Center. 



Purchase of Instructional Media: 



During this period of'^Tiscal restraint, the College is obliged 
to institute procedures designed to provide for the best possible 
care and use of instructional media. The problem that needs to be 
solved is two-fold: (l) hgw to avoid duplicating purchases, and 
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INSTRUCTIONAL RESOURCES CENTER 



Purchase of Instructional Media , cont ' d . 

(2) fo arrange for certain College-owned equipment cur rent ly 

housed/^n the departments to be inventoried and placed in the 
ljiBja;t^ctionQ.l ResoXirces Center for wider utilization and better 
cfitre. 

In order to avoid d\r£licate purchases of instructional media, 
the following procedure wi^l be instituted, effective immediately: 

(l.) Prior to instituting purchasing procedures, the depart- 
ment chairperson should consult the Coordinator of the 
Instruct iona,l Resources Center. ^ 

(2) The Coordinator will advise the chairperson as to whether 
the College already owns the media, and -if so, whether 
it can be made available to the department without 
purchase. 

^3) If the College does , not own the media or if it is un- 
available for use, the Coordinator will advise the 
chairperson ancJ the Pur chas ing Office. 

(U) -The chairperson will then submit a purchase requisition 
to th^ Purchasing Office in the 'usual fashion. 

\ i . 



CONSENT AND RELEASE FORMS FOR EDUCATIONAL RECORDINGS 
Unusual and Controversial Recordings : 

The Instructional Resources Center occasionally produces 
recordings where the subject matter may be of an unusual or 
controversial nature. Such recordings sometimes raise problems 
involving right of privacy, defamation of character, obscenity, 
propriety, etc. The Tollowing memorandum by no means exhausts this 
question nor do the pol i c i e s s t at e d cover all circumstances. The 
comments below are presented to faculty members as information and 
guidance in their handling of potentially delicate situations. 

The policy of the Instructional Resources Center is to obtain 
a release, prior to recording, from each person who is expected to 
appear on a videotape, audiotape, motion picture film or other^re- 
cording made by the Center. The release is designed to establish 
a legal relat ionshi-p between the Univeii^sity and each person involved 
In order to protect all the parties involved, however, the release 
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1 CONSENT AND RELEASE FORMS FOH EDUCATIONAL RECORDINGS 



Unusual and Controversial Recordings , cont'd. > 

does not give the instructor (the "recording party") who engaged 
the Center to make the recording the right to use the recording in 
such a manner as to intentionally misrepresent or distort the. views 
of any pe:rson or to intentionally defame, invade the privacy of, 
or otherwise ' place elny person in disrepute. 

The recording party i^ cautioned that he is re.sponsible for 
both the content and the utilisation of the recording. It\is the 
policy of the Center that no playback of any such recording will 
take place without the presence of either the recording party or a 
pro^per^Ly qua^lifled professional designee appointed by the recording 
party. ' ^ . \. • 

The audience should be apprised of the professional ethics 
involved in honoring the privacy of the material. An appropriate 
briefing of the audience shall be the duty of the faculty member 
who is supervising the playback., • 

Any editing of the recordings that may be deemed necess-a*E;y - ^ 
is the Joint responsibility of the ' recording party and Instructional 
Resources Center personnel. Such editing is imrt i^cularly important 
when documentary .recordings do not pr'ovide thmmsual controls or 
expectations. . It is, therefore, the policy Center that 

problems involving right of .privacy, def amat ion|p)f character, 
obscenity, propriety, etc. may be edited'from the recording at th^ 
discretion of the recording party. 

Finally, with respebt to the content of recorded material for 
which the recording party is professionally responsible, the record- 
ing party hereby agrees to hold the Center and jthe University harm- 
less and indemnified against any and all^"e'g^"l~ act ions brought by any 
and all persons where such action or actions are based on alleged 
invas.ion of privacy, defamation of character, or obscenity,. 

I have read the aboo^e and recognize my responsibilit ie.s and 
obligations with respect'to the policy regarding Unusual and' 
Controversial Recordings. 

i» 

DATE 1 RECQRDING PARTY - 
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* 

CONSENT AND RELEASE FORMS .FOR EDUCATIONAL RECORDINGS, cont'd, 



Faculty /St aff /Developer Educational Recording Consent and Release ; 

TITLE: ' . . ' ' 

TAPE NUMBER: 
DATE RECORDED: 
DATE ERASED: 

I , for consideration received, 

do hereby give my^consent to the State University of New York, and 
those acting pursuant to its authority (hereinafter referred to as 
the "University") to exhibit\ broadcast, circulate, or otherwise 
publish and republish the above-described videotape, audiotape", 
motion picture film or other recording, including any copies it may 
have made 'thereof, which I have developed and/or in which I appear 
(hereinafter referred to as the "recording"), subject to the 
condition that such '^public at ion atid republication shall be for non- 
profit educational purposes only. 

I acknowledge that the University shall have the right to edit 
the recording in consultation with me, provided however, that-the 
editor shall exercise good taste and Judgement with respect to 
possible defamatory and controversial m,aterials. Provided the 
University does not willfully mi s r epr e s^ent or distort my expressions, 
views o.r work product, I release the University from any cl^im thaf" 
I may have by reason of the making or playing of, the recording. 

I further release any proprietary right 'I may have in the 
recording, and consent to the use oV"* my nafae , likeness, voice and 
biographical material in connection with " publi c ity r elat ing to the 
recording^. However, I reserve the right to withdr^aw t^j^e rp^zor di ng 
from circulation for a stated period of time for any re^^n* what- 
soever, upon my written request. 

' Further, I acknowledge that thi^s consent and rel^^ase shall be 
of perpetual duration.- However, at such time as the iJniversity shall 
deem the recording to be of no further non-prof it educational utility, 
the recording shall be destro^j^, - 



DATE . , SIGNATURE 



Address 




TO. 



CONSENT AND RELEASE FORMS FOR EDUCATIONAL RECORDINGS, cont'd. 



Participant Educational ^Recording Consent and Release : ^ • , 

TITLE: . , * 

TAPE NUMBER: ' ... 

DATE RECORDED: 

DATE ERASED: ' ^ ' 

I , , for consideration received, do 

hereby give my consent to the State University of New York, and 
those acting pursuant to its authority (hereinafter referred to as 
the "University") to^exhibit, broadcast, circulate, or otherwise 
publish and republish the above-described videotape, audiotape, 
motion picture film or other recording ,. including any -copies it may 
have made thereof, in which I appear (hereinafter referred to as the 
"recording"), subject to the condition that such publication and 
republication shall be for non-profit educational purposes only. 

I acknowledge that the University shall, have the right to 
edit the recording, provided howevei*,, that the editor(s) shall 
exercise good taste and judgement with respect to possible defamatory' 
and contrqve^ sial materials. Provided the University does not 
willfully misrepresent or distort my expressions, views or work 
product, I release the University from any claim that I may have by 
reason of the making or playing of the recording . 

I further release any proprietary right I may have in the 
recording, and consent to the use of my name, likeness, voice and 
biographical_mat erial in connection with publici'ty relating to the 
recording. 

Further, I acknowledge that this consent and release shall be of 
perpetual duration. However, at such time as the University shall 
deem the recording to be of no further non-profit educational utility, 
the recording, shall be destroyed. 



DATE . SIGNATURE 

Address 



Consent and Release of Parent 
or Guardian if participant is 
under twenty-one years of age 



DATE 



SIGNATURE 
Address 
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VISITORS TO THE COLLEGE 



Regulatior;i/6 Governing Non-Students : 

1. Except in the case of charitable fiua^^-raising campaigns, no individual 
or orgemization may seek contributions, advertise (outside of student 
publications), or conduct "business on the campus . Persons invited 
beforehand to conduct business with College officieuLs or to meet 
students for business purposes in their private rooms may come on 
campus to ;neet only those persons who requested an appoi^itment . A 
State University Board of Trustees resolution (66-156) Ipecifies that 
"no authorization will be given to private commercial enterprises to 
operate on State University campuses or in facilities furnished by the 
University other than to provide for food, laundry, dry cleaning, 
barber and beautician services and ciiltural events." 

2. Non-students may enter the campus only when attending a public event 
(lecture, tour, performance, exhibit); using a facility or recreation 
'area scheduled for public use; or keeping an appointment with or being 
escorted by a member of the student body, faculty, or staff. Persons 
not engaged in unacceptable conduct will be given the benefit of any 
doubt as to their reason for being on campus and- allowed to proceed 

. toward one of these destinations. However, any non-student may be 
ordered from the campus at the discretion of security officers or a 
member of the faculty if his or her behavior violates conduct regulations 
which pertain to, members of the academic commxanity or if it becomes 
clear that he or she has no specif ic destination , Fail\ire to obey such 
order will lead to arrest for criminal trespass (Penal Law 1^40.05) and^^ 
any other violation of* law which might simultaneously occur. 

3. Foi* reasons ^f campus protection, certain former students or other 
non-students may be explicitly disallowed any campus visitation 
privilege whatever at the di^scretion of the Vice President for* Student 
Affairs o'P^be Vice President for Business Affairs, and will be notified 
of this in>^l;:^ing. A person thus notified would be subject to • 
immedia;^}^*^f$'st for trespass upon appearance on College property, 

" , / 

Persons visiting the College on official business-' may have overnight 
accomodations reserved on their behalf by members Of the faculty through their 
department chairperson and/or the administration- Rates and room' information 
are available at the College Union Office. 

Limited visitor's parking is provided in the foreco\irt in front of Welles, 
the lot near University Drive and Court Street, and the 'K' lot to the south of 
Schrader Gym. Guest parking cards are available at the Bursar's Office, the 
Erwin Reception Desk, the Holcomb School, and the Security Office. 
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VISITORS TO THE COLLEGE, contM. 



No food service for guests yan be charged to the College.^ However, 
upon request to the President '^Office , meal' tickets for official guests may\ 
be secured. \^ 

Procedure: (Suggestions) 

1. With letter of invitation, send in advance, 

a. campus maps 

b. guest parking card, if guest is driving, dated and signed 
(otherwise provide to guest upon arrival). 

2. Arrange for on-campus housing well in advance by contacting the' 
[ College Union Office (5851). ^ 

3. Questions may be directed to the Office of Business Affairs, 
Erwin 208, phone 56OI. 

^4. . Campus Security may be contacted for assistance twenty-four h-ojurs 
daily by calling extension 5651. 



PUBLI C A? I ONS of' STATE UNIVERSITY' OF NEW YORK 




The State University of New York issues certain off icia]_publicatioils at 
regular intervals. While some of these aye not aval lab iV^to all of the faculty 
members, copies are generally distributed to administrative officers and depart- 
ment chai'rpersons . 

jr.; 

state University publications include: The Annual Trustees Report; 
Scholarships, Fellowships /'and Loto Funds; Annual Summary -Bulletin; Annual State 
University of New York Director; weekly State University News; Annual Director 
of State University Local Councils j and Policies of the Board of Trustees. 

News of Geneseo's activities is forwarded each week to the Editor of the 
State University of New York News . Additional contributions from faculty member 
are welcome and should be forwarded to the State University of New York flews 
through the Office of College Relations. ^ 
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Release of Addresses: 

\ ■ / 

General college policy is not to release names and addresse;s of faculty 
and ^students for coimnercial purposes, An» exception is made in sending the 
Undergraduate and Graduate Bulletins to educational publishers who supply sample 
.copies of texfbooks to faculty members • 

Use of College Facilities* 

College facilities are availabel to faculty, students, and campus 
organizations for the sponsorship of various educational programs, including 
partisan political presentations in the context of equal opportunity and 
eventual "balance of viewpoints. College members may "be allowed to act as 
sponsoring hosts to external organizations which actually present programs. 
All programs will "be conducted under college guidelines and supervision, and 
they may be open to the public. 

* 

The following specific conditions apply: 

V ' ^^und raising is ipemitted on campus for direct program costs, 

the internal operations of College organizations, or contributions 
to non-profit, external political and charitable organizations. 
' Each fund-raising activity must be approved by the coordinator of 
College activities (apply at least three days in advance at the 
College Activities Center, 'C.U. 35^) and *must be conducted in the 
location assigned. Permission will be grained in writing or denied 
in writing, and the approval must be shown on request to anyone 
who asks for proof of permission. Solicitation for charities in 
, residence halls, sorority houses, or fraternity houses requires 

^ permission also from the governing body of the group involved; and 
the activity will be limited to public areas and excluded from^ 
rooms and corridors. Orga^nizations conducting charity thrives must 
receive, in addition to college permission, specific permission to 
solicit within particular campus buildings from the administrators^ 
' ' responsi"ble for those buildings. Non-charity fund raising on 

campus is limited to the College Union lobby. (For off-campus fund 
raising, village ruleg require permita for peddling l?ut not for 
charity solicitation. A Geneseo student or faculty or staff member 
must be present at all times, although campus guests may. assist. 
A financial report must be submitted to the coordinator of college ^ 
activities, showing amount received and intended disbursement, 

^ within ten days of the collection or activity, Vfhen disbursement 
^ is made to an external organi-zatlon, a^copy of its receipt must be 
given to the coordinator. ^ *. ^ 

IT ' ' - ' 

* * 2. There is to be no commercial activity on the campus other than -i • 

that administered by the Faculty-Student Association or by. an office 
of the College as a ne'cessary element in a special educational or 
service program approved by sC vice president. (Tiiis, of course, 

. is not meant to preclude potentiSj^lly profitable academiti work where 

' solicitation on camp^is is not involved) Commercial advertising is 
permitted only (a) in* campus .publication or broadcast programs 
which are not as a whole priipaarily or exclusively advertising in 
content, (b) in" notices or leaflets which may be left in a place 



Use of College Facilities* ^, cont^d. 



designated by the person iL cl^krge of each residence hall of the 
College Union for a twenty^-four hour period— ---those remaining to 
be destroyed or (c) in one bulletin -board notice given to the 
College Union for posting under staff direction. Exceptions 
(^•6«> playbill or calendar advertising may*be approved by the 
coordinator of college activities. 

Educational programs may be broadly defin^ andT^ecessarily may 
influence potential voters, but neither the name of the College nor 
any public monies or supplies may be used fdV the direct support of 
a partisan political cause or candidacy. 

The resources and facilities of the college may not be '-cised ' for the 
purpose of supporting' persons who advocate violent overthrow o.f 
the government , ^ > ^ / 



^ Under the same conditions-^ ^nd within the sam^'' oOnteict of equal 9ppol*tunity , 
external organizatioQ§^.4aay be given \he use of college facili'ties on a cost-of- 

service basis fpjp^ducational activities ^including partisan political programs 

which dp-ilot interfere with those sponsored by faculty and students. Such 

eve:pts should be open to members of the academic community insofar as possible in 
•order to make a contribution to the educational purposes; of the college.' However 
some non-political events which are cIo^b^ or not explicitly educational may be 
approved on the basis of potential ^contribution to community improvement, College 
coraifiunity relations, or the work of other tax-supported agencies. 



4^ 




/•^ **Scheduling of college space and facilities for even-&s other/than 

academic department meetings and . instruction is done 'by the Act^-vities^ Center . 
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' F a c ul t y ^ S t ud e n t A s; 



. 1 / 

: i^t ion : 



estabiijBbied to 



Paculty.-Sy6udent . As soc iat i 
*^cul^t ivate' educ9.tiyhal and- soc i al ' rj^latAons aAo'ng- the 
^ faculty^ by assi.^ir>g them in eVery 
and in t^h^eir s't udy , wprk^ living', 
^The • 'Assoc4at ion .is responsible 'for 



have f unds/^whicfi' ar^e t:0llected a^nd 
example ,^^ining ^er.vic^sii Book.st„ore 





rojuot 
dent s 




¥ay. possible in their ^education 
extracurricular activities, 
ervising" any act ivit ies^ that*- 
unted for locally.*^ for 
and Rathskeller, 



It, is .a not-'f or-p,rof it pa;'rporat io^n and any net "income vs 
to promote the ^'ducational purposes of the " Assoc iaiion or tlrje 
as well as maint^^in and replace the existin, 
in' tha^prporatipn* is^, limit^ed to l6 personj 
'''^^^c^dlnbe^^ follc^wing' po^isitions' sdre auto 
Qf Dir^ec t'OF3. : President of 'the Ofollege 

:/§he President 9f "the Student ^ As^c iat ionU the remaining five 
members areitf chosen .fr:otis^the me^k^ership a^ large^ elected 
meet'ing . J 





used 
c o 1 1 e g 
equipment . Mer^ber-ship 
of "Which those jv^rho 
tic members of the Board 
our Class. Presidents and 



at the" annual 




ervices opejat'es> three dining halls, Mary Jamison, 
d Red Jacket; two snack bars, .College Union and Blake' A 
ht , -Blake A"*. D'ining Room and the'Holcomb Campus School 



Meal 
to eat at 
the Hole 




p\^ns are based' on a . c oupan-"' sy s t ^je' whi ch allrows ^s t.udent s' 
a^ facility -with the exception of Blake A restaurant or 
'b Cam.pus, School cafeteria. 



c/mpl.^-W^Viending services- is provide'd by Dicing Services In . 
emic' arild' resident ial. buildings, ^Catering/3ervi:ces are 
e for cjb'ffee Jiours , we dd i ng ^r e c ept ions , banquets and groups 
pedple . . :' ^ ^ 



que st ions 
o f >f i c e at 



DLning /^ervifies should be*' directed to 
extension 56^66. - * - . 



r egar dih 



Calendar), 'Academic. Year : 

■ .*The official calendar of the Co^llegf^e is 'issued by the Vice 
F^resideat fpr Academic Affairs aSNjrecommended by Faculty Senate and . 
appnPvedfe^'b/ "the ''college Cabinet j "-^ --n ' . 

- , ' ' ^. ^ [ ' • , 1 

y€ropies of the. of fic ial 'calendar shall be./p^vided» ^initially ^ 
an<i/^4bs.equent to any changes, to each aecount ■ supe'rviaon and^cler'ical 
sjiiervisor .. Jt shall also be p u|b 1 i s h e d_^J^n^^ bulletins 
/.nd the .,G611.ege-. newspaper "Com^pabs'* yfxoT'^^'Co^^ each. 

also be ^foundt^ on ■ the , ins ilje front cover of 



ac ad^ic ' -^y ear . 
this handbook.^ 



"It jnay 




Animus Campus ; ' . ■ • 

The following policy statement has been 'approved and is effective • 
^ijuly ij^^ggTl ■ pets or anijnals shq-llbe permi,tt^,ed on calupus or in campus 

bui,l?dlngio^^xcept : , - ' - 



1 . ' Seeing~eye dogs . - ■ • ; 

2. Animals required for laboratory and experimental purpose^ 

Z\ Animals on lea&hes accompanied by a responsible person during 
a temporary visit . Such"* leashed animeuLs , hoi^ever, are not 
permitted in dining or residence' halls unless they a?re se^eing- 
eye dogs , * » - ' , 



Security shall be responsible for enfore^ent of this policy. Apparent ^ 
viblat-ion-^ may be called to th^e attention of Security by dialing (565l)- 



m 



' J 

V1C&< J 



H ealth Services Emergency Treatment (Faculty/Staff) : 

Any jnember of the Faculty ^jgtrd Staff may go to the 
Infirmary 1?or emer^ncy treatment. 



Lth Service 



Aft'er* emergency treaitment has been administered, the paijrient vill be 
ref.evi-red to his own physician anql/or hospital. The Health Sd^^iee Infirmary 
is open 2\ hours daily, 7 days a week, during the regular academic year. 



Acci dents and .Injuries : ^ 



The College is obligated to- follow. a most careful process in the 
r'eporting of accidents and • injuries . Everyone is 'urged to become familiar 
with the ^ pertinent sections' ajid comments of the j)rocedure as set forth by th(% 
UniverMty, Tlie complete regulations are filed in the office pf Vice President, 
for Business Affairs,. Security and tlfe'^^altli Cejjter. ' '-^ . 

, AjCLl accTdents and injuries on campus are to-*be reported. ^ All accidents^ 
and ^' injuries off. campus, involving State employees, enrolled students 
( lnc!Uiding- Cajnpus. School), and/or Stete vehicles are to be reported. 

The following steps are to be Ivaken by anyone inVolve'd in- or witnessing 
an accident or ^injury on canapus": ^ • " „ " 



1. 
2. 

3. 



Report to and/or go 



HefiMth Center immediately.' ' 



Report to your immediate ■ supervisor , college professor, or 
residence hall director as soon as 'possible. , * 

The supervisor, college professor, or residence^hall director 
Ifiould contact the Security Office (Extension 5'65lj as soon' as- 
possible following an acd^/dent or injury.. ^ ' ^ \ . 
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Accidents and In,juries , cont ' d . ' . 

k. - Reporting .of ^Situdent Accidents "in Instructional Area under 
Fdculty Supervision . , " * . 

In the event, that a student ha^ anv accident in an instructional- 
area under faculty supervision, the student should be referred 
to the College Health Center immediately-. If the hature of -the 
. accident is sucfi that\,the student is unable to be moved, please 
call the Health Center">^5-5T3.6, The Health Center staff , will- 
provide the necessary' medieal treatment and* pro'oess 'the required 
accident reports.^ * 

' . ' ^ 

■ , - « * 

Requests for Service : - ^ • " ■. ^ 

EMERGMC Y : ■ . " ^ ' 

EMERGfiJilC^^ AND SANITATION ANYWHERE ON CAMPUS SHOULD BE . 

fowhp BY/lMONE) DIRECTLY TO TIJE MAINTENANCE OPERATION CENTER BY PHONE (5661), 




All requests for non-emergency or non-routine maintenance service (excluding 
custodial requests) are to be submitted pn ^a Maintenance Work Request form and 
sent to the Maintenance Operation Center^ (Service Group), , 

Equipment Movement : * V . " ■ " ' . ^ 

Bequests involving the need for or the i&ovement of equipment except tho^qt ' 
items needed daily in t^he instructional -program are to be sent to Business Affair 
Erwin 217 to the attention of the Director of Purchasing. 

Procedure:' . ' _ ' 

' 1,^ All such requests are to be on the Work Request form, 

2. Requests must bear the approval of the department chairperson 
or Administrative Officer, . 



Facility- Space' Alterations : • 

Requests for contruction , manufacturer^ rehabilitation, facility changing, 
will be reviewed by Business lilltf fairs befote approval and sch^eduling. Attach 
appropriate memorandum drawing or specifications and submit to 'the Director of 
Facilities Plajining. ' * ' - * 

In such cases- a prior .discussion of* such .intentions would be helpful, 
Please, call the Director of Facilities Planning (5pi) ^or an appointment. 



Custodia,! Services : " . y ' 

^ ■ . , 

These services^^^aS^^-^pLCpvide all buildings dafly Monday through Friday 

as required and may iDe accomplirshed during any given sliift of each day. . The 
assignmerit of staff for these seryic^e^^^juade by the Plant Superintendent in.. 
cooperation vvith the Head Janitors. , " * 

Requests for special cleaning mujst be directed, in writing, to the 
Custodial Department, Fi:aser Building. Cleaning emergencies should always be 
telephoned to this same office. Extension 5693. 

Requests for non--routine maintenance services other than cleaning and 
moving should be directed, in writing, to, the Plant Sjaperlntend^nt Service 
Building. (See Maintenance Services) ^ ^ 



Mailing Labels/Fee : ■ ^ - \ 

A fee schedule for the ^preparation of labels by the Comprfcit'er Center^ 
staff hus been approved by President MacVittie. \ A. 

The users shall'be charged $.06' for each data card punched' an^verified 
and $.01 for- each Abel printed. The users are' required to supply t>ie labels. ' 

■ This fee should be charged to users Who are doing College related work 
(Tho^'eau Society n^^lings, MUA listing^ Political Science Association lifting) , 
Non-college /users shall not be allowed to use the service. The norm-al mairiiig 
label requests of the Registrar's Office, the Graduate Office, the Admission^ 
Office," arid the other College offices conducting administrative operations shall 
not be chai>ged these fees. ii. 

The income* from the' service shall be deposited in. an inoome reimbursable 
Account and used by the Computer Center to defray expenses. Eraployrnent of 
t^par^ry service personnel to keyp'Und^, verify, program, and operate the 
computer shall be the chi^f use of the money. 
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BOMB THREAT 



. r 



He 



In' the event that a bomb threat is received by the College 
against a given' building, the following procedure shall be obserVed 
by all personn.el, students, and guests. Security is in charge of 
all such occurrences. ^ 

» 

During Normal Building Hours 

1. If 'a call is received: 

a'. Keep 'the callier 'on the line 

b. Attempt to identify voice, sex, etc. - make notes 

c. Keep phone off hook, even after caller hangs up 

d. .Unless rec e ived by ' Security - notify Security as 

soon as caller has hung up 



2.* Upon "being not i fied Security will 



immedidC*tely : 
- supervisory 
building cited 



a. Alert all necess'kry personnel 

b. Actuate the fire alarm 6f the 

c. Supervis,e the evacuation 

d. "Secure the building 

e. Notify evacuated personnel of next steps 

f. Search the building 



3. Upon hearing the alaxm all per sonnel , ^students and guests 
\\ shall : " 

a. Leave their place of" -work or study taking only coats, 

» <l 
* purses and keys • • ' 

b^. / Move away from the building at least one hundre-d feet 
c. ''Ayait Security an^nounc ement 

k. Employee Procedure after ^ Evacuat ion : 
. a. Await ■ Security announcement (initial) ^ 

b. In absenee^'^'of announcement - leave building 

c. Ret urn , one ' hour later ' . . 

d. Aw ait Securityannbuncement (second) 



area 



If, lluilding still secured - 
1. Supervisors, will meet with 

possible aftd reasonable 
2/ Go to reassigned huildin^g 
3. If not possible,' ^m^iJ^py ee s 

If bUjilding*' is declared clear: 
1 . Employee 9 may enter and resume 



staff and reassign as 



will be released 



work 



or , 

May take work from ^uiTding and work ^ el s ewhe re for 
balance of shift ( supervisor * s discreet ion ) , or , 
May, if uncomfortable, leave for the balance of 
'the shift, by clearing with supervisot and by 
charging time accruals 

'l 
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BOMB THREAT, cont ' d. 



Other Than Normal Buildinp; Hours 
The general procedure will be followed with these exceptions;. 

1. If the event occurs prior to tbe normal opening of the 
facility, appropriate notices or announcements will be 
made to arriving personnel. Security personnel or other 
delegated persons will "be appropriately stationed to 
effect such notice or announcements . 

2. If the eyent occurs after the normal closing of a facility 
and prior to other than day shift, 'all appropriate 

■ supervisors, and employees shall .be notified and the general 
steps, outlined as necessary, shall be followed .This 

' applies to shifts which begin -anii end prior to a-^regular 
day shift . ^- ^ ' 

General Statements 



Upon evacuation from a b^iiJh^Lding a,nd until a reassignment for work 
has been made, or as offi'Uially released with no reassignment, no 
charge to leave accruals sWll made • Upon a bui-ldinjg being de- 
clared clear, any employee, a^er\ot i f y ing \the supervisor, may go 



for 



home by charging leave credit 



Orrly Security and other autlio\^ized and 
p^ermitted to conduct the appropriate 




balanae of the normal dhift 



s ei 



grained, personnel 
Lrch, 



will be 



\ 



If the' time of the threat occurs sUch as to piake unfeasible the 
r.eturn to wor}t (late in the s hif t ) , ^a rdet e rmi nat i on will be m^ade 
and aanouhced that those persons affected may leave for the day 
with no charge to leave accruals and the ste^ps above- to return at " 
hour intervals shall not apply.- 

All supervisory personnel shall keep records- of their respective 
staffs for review and for .determining the^ accuracy of* subsequent 
^time sheets. { \ ' 

If upon reassignment the bu\lding of rea&signmdnt becomes tt^eatened^, 
the same steps shall apply except that, where possible, a return to 
the regular bui;iding shall -be attempted first* Should the -original 
building remain .closed, all employees of that -^shift immediately ^, 
affected s^iall be relieased with no charge to time accruals. 
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Damage Reports : 

Damage to College facilities, equipment and -grounds other than 
normal wear shall be reported and all cos'ts shall be collected from 
the responsible person(s) and/or the "iiappropriate insuranc-e carrier. 

In the case of damage within a Residence Hall where a speci^fJ/T 
person cannot be identified, the Director oT HcTusing shall effect^,, 
"by recommendation, a group billing of the appropriate residents. 

.The Maintenance^ivision of Business Affairs shall be 
responsible for the ^^-eview. of such reports and for the necessary 
remedies to restore or repair the facility, equipment, or grounds. 
The Bursar's Office of Business Affairs shall effect the^ billing of 
the >ndividual ( s ) and/or the applicable insurance carrier. 

Damage Report initiation shall be the responsibirity of the 
building administrator, the Director of Security or Maintenance, 
and such other sujBervi sory personnel as shall be notified^. ^ All 
•others should call attention of damage to sTich designated personnel. 



SpecLal^roVfe : Where emergencies expst involving safety and 
health , -tjkj:^ report may be telephoned W the Maintenance ' Of f ice , 
followedy^y tKe written report. ^' - | 



Proc eduTe - 



1 . 



2 . 



A separate damage report, in triplicate, shall be filed 

for each insta/ce, except that if damage occurs to 

facilities ar^/or equipment and grounds, all "such damage, 

in a single/instance,^ may be reported on a single report. 

The origLdator shall keep the second carbon and forward 
two copies to the Maintenance Operation Center (MOC) 
Servic^ Group. 



3. 



The/MOC *will review and estimate 
ne/essary work orders for repair 



the damage and 
or purchase . 



issue the 



'^The MOC will send the original of the report to the Bursar, 
who will issue the College's billing statement. A copy 
of the billing statement will be sent to the initiator of 
the report . ^ 

Upb><i payment, another copy of the billing statement will b'^ 
sent'to the initiator to cancel his open file. 

6. lAppropriate records will be kept by the Office of ^Business 
Affairs . ' v 

\ . * 

7. All collections shall be appropriately transmitted. 



r 
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62. 



e Reports , cont'd. 



8. Supplies of the Damage Report -form will be m^-de available by Business 
Affairs. 

9. Group billings shall be made upon the issuance of an alphabetic - 
listing to the Bursar's Office with'' referei;ice to the specific report. 



Emergencies Involving Students : 



Injured or ill students should go or be taken immediately to the StudervJ 
Health Center unless the severity of the (j^otidltion precludes the us6 of 
ordinary transportation. In suph cases phone 'the Stii^nt Health -Center^ 
(2^4 5-5736) for instructions, fn extreme cases, phoi^e the Sheriff's D^artment 
.f or ^ ambulance service -(2^43-1212); then phone the Student Health Ce^C^er to report 
detail! s . In some instances it may be necessary to insist that^« student seek 
medical assistance in spite of assurances from the s'tudent Jfe^ tjie need is not 
great , . ^^-^-^ 



Incidents not reported to the Qfbalth Center sJjeTaid be reroorted to the 
Dean of Students or another senior administratry^e^ lean in the. Office of Student 
Affairs (Dean McWilliams^ De'an Tho&son) . Th^de persons have the authority and 
responsibility to coordinate various College e frort:ir-'©^J3iehal f of the student. 
As an alter^iative , If the student lives on campus, the assis^lnrt^ean 'in 
residence raray be called. 





All (emergencies involving students shouldjbe reported, including for - 
exainple a death, suicide attempt,, severe emotional disturbance ^ serious 
.accident or illness, missing person, or arrest for a major' offence. 

In the interest of accuracy and completeness, information regarding 
emergencies should be considered c'onf idential . The dean called will arrange 
for appropriate notification of parents. President, Vice President for 
Student Affairs, and the public information officer. Public Relations will 
handle all news releases from the College.. 



Dean 

Dr. Salters 
Dr. McWilliams 
Dr. Thomson 
College Security 
Student Healths Center 



Office Phone 

2I45-5706 
2l+5-5Tl6 
2I45-5TII I 
2U5-5651 
2^15-5736 



Home Phone 

* 2ii3-:2786 
2ii3-3291 
^^3-0777 



• PLEASE MOTE THAT EMERGENCY TELEPHONE NUMBER LABELS HAVE -BEEN AFFIXED TO 
EACH COLLEGE TELEPHONE. 



V 
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83. 



Fire and Fire Drills 



The College is obligated to follow a' most careful process in the 
reporting of fires. We urge eve'ryone to become familiar with the 
pertinent sections and comments of the procedure as set forth by the 
University. ' The complete regulations are filed iri the office of the 
Vice President ,for Business Affairs, Security, ,and the Inf i rmary . 

* . .. 0 . • * *■ . 

« t ■ 

All fires are be reported directly to the Security Office and/or 
the College Switchboard immediately (Extension 5,651 or O). 

The faculty has the responsibility for knowledge of college 
fire regulations and shall assume responsibility for enforcing these 
rrules and assisting in t he , r apird^ and safe evacuation of the building. 

At the fi^'St' class meeting of every semester or instruction 
period, thi^-t^ ollege ^ faculty shall ^review the r-.egulat ions, pertaining 
'to fire drills. Faculty advisors to student groups have the same 
responsibilit-y^as do Residence Hall Directors in the residence halls 



PROCEDURE IN C 
1 . 



5E'0F FIRE: 



The iire alarm signal is a c ofit inuous' soundi'ng of the fire 
gong jSocate^ii^ each hallway* " , ^ ' . 



2. At the sounk of the gc^ng , proceed out of.the room, turn 
left or righ\, depending on your loc at i^on , ^ and proceed 

'^itniB^diai^J-^.d^J^-.ih.e^ ^^^it from the t>uilding. 

3. Walk quickly and' quietly toward the exit. .D^O' NOT RUN . 

k . NO SMOKING ! 1 . ^ . 

•> ' ' ' * ■ . 

5.' After exiting the building , ^move at least 100 feet away 

from tAe bui l~di ng "t oy-avo i d confais-ion at the exit and 'to ^ 
allow f ire,~f ight ing/personnel an^'^Tq^i^^pment to function. 

bo not re-enter ^the \uilding ' fpr any reason until the 
^ all clear is indicated. 1^ 

\ -7. SUPERVISORS, COLLEGE PROFESSORS, AND RESIDENCE HALL 
/. DIRECTORS: Check room to see that it, is vacant, close 

^ windows , 'turn off lights, close, door (do not lock), leave-- 

by the same exit and supervise movement of students away 
fronj the buildihg. ' ^ 

' ■ * I*. 

PROCEDURE FOR FIRE DRILLS: Oc c as i onal ly ' f i r e drills as required -or 
appropriate will be held, and the procedures outlined a>6ve will be 
followed. 
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Eirez^ Use and Prohibition : 

The lue of lignted candies, incense, or other such items s*hall 
be prohibitea. Ex;-*epted are those items for smo k ing t ob ac c o . 

Open fi.re3 on campus ar,e prohibited except as requir^d^by the 
academic or service programs "of t he _Co 1 1 e^^e . ^ 

The only fires or burning of materials within a building shall 
■ be limited to the Co'aiege/s heating plant, approved" inc iner^t or s , 

S'nd fireplaces . ' ' 

li * • 

>^ 

^jmoking: 

• — ^ V ■ - 

Smoking is permitted in College buildings only when proper 
receptac iti.i have been provided and ttiere is.no official posting to.« 
the yJ^ontrary. ^ ' . ' ' 

Persons electing to smoke are obligated to use proper receptacles 
and to exercise care in the u.se and disposal of the items in the 
interest of safety and concer,n for others. 

Keys, Issuance and Su^rejrde-rX ^ 

No person, 0<>er than fully aKithorized -full-t ime faculty and 
staff, sh^^h>^^b^^ to B,,J^ to any building, ro'bm, or piece 

of equipment, nor shall apy/ley be loaned to any person other than 
a full-time faculty' or s>'£'ff member unless specip.1 advance ar-range~ 
•ments are made." 

Keys nec;^.s^ry' for a staff member shall be ijequested by the 
department,,..teJ^i^Person or the secretary or the immediate supervi sor 
orsecretary. ^ ^' 

Each person receiving keys will be required t& sign for them 
a-r*that time aa well as yhen they ar^. turned in at the termination 
of etnployment-, i.e., vrifor to being issued bi's/her fi nal pay check. 

Advance ar r angement\ c on s i s t of filing req.uests for exceptions 
as follows: (Use three-paVt memo , -B^qc k ,^ give one copy to the part- 
time p'^rson and send the two as indicated below). 

if 

::tudent Personnel - Request in w*i-ting approved by 'the Vice- 
President for Student Afi^airs only and filed with the Office 
of Business A.f fairs and t^Jie College Security Office \ 

Academic Affairs - same^ approved by -the Vice President for. 
Academic Affairs 



Administration - same ^ --^^pr^oved by th^e^ice President for% / / 

Business Affairs ' . . ^ - 

f. ■ ' ' " ■ ^ . . 
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Keys/ Tssuar^e and Surrender , cont'd. 

The memo of requeor , wht.'n approved^, s-hould be filed in advance 
of the dates involved. When an extra key. is temporarily needed, 
please indicate this in th#memo. The key will be issued by* 
Maintenance to. the officfe Which has given the approval and is to be 
returned after us'e to the office from whdch ''it wy/as issued. 

1. The person wishing a'key(s) indicates this to the"" depart- 
mental Office secretary, who: , 

,2. Completes two copies of 'the Key (3-ontrol form and forward's 

them both to Maint enanc e- Se'r vi c e Group. Use the blank lines 
on the form for any special message required. Indicate 
always *if a key has been lost. Enclose all parts pf 
broken ke^s with request forms. . ' , 

3, Upon receipt in Maintenance the locksmith will make the 

keys and send them to Erwin 208 "(Office of Vice President 
for^ Business Affairs). Upon receipt, Busines's Affairs will 
notify the department_t o ' have the 'employee pick up and 
s ign f or the key s in this of f ice . 

U. No telephone requests will be accepted by Mainten'ance 
except in cases of critical emergencies . ^ After normal 
business hours such emergencies sho\d.d be called to- 
Security. The b-uilding custodian' c an help during the day 
on^ lock-out s . • ^ 

-5.* Th^ secretary must sign- each request in behalf of the^ 

chairperson and indicate date of request dfter signature. 
^ -.\ ■ . , 

I 6. Most office equipment items have locks with numbers stamped 
on them. Use such numbers for request ing keys for such 
items of equipment. Door, locjjis d'o not 'carry numbers. 



7, If a faculty or staCff member is moving ^^from (ohe»office to 
another, do bot exchange. Rather, complete a key request, 
as above, for this person,; and when the new keys are avail- 

' able he would turn in his' old and pick up his new - signing 
•forbothactions* 

8. Departmental secretaries should file 'a key request for each 
new staff member following the steps out limned above. 

Traffic^ and 'Parking : , . . ' - 

The Tr af f i^^^aSa^Parking ' regulat ion^s are those promulg,ated by 
the College and approved by the College. Council and the University 
Board of Trustees subject to Section 362 of the StaPte Education Law. 
These regulations are applicable to all persons authorized to operate 
a motor vehicle 6n campus property. , _ - 

ft ' ' ■ 
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TraffTc and Parking , c o n t ' d . • ^ 

Each person desirinc to : ■ r\ ^ii 't.vehrcle on campus i obligated 
to the procedxires set fourth In tnc- regulations and to those subsequent 
changes as may be approved. Kac*^* porson v/ho is authorized to operate 
a* vehicle on campui: will bo I'u j'a : h h complete copy of the 
'^Regulatipns" at the lime oj aiii r^uUstering his vehicle. Such 
persons will be required to ijidicat^; by signature, to the Director 
of Campus Security that the ''"Ro^?ul at Ions", have been received and 
acknowledged . 



The full statement of th^^ " R egu 1 at i'^bn s " Is a^^ailable 
Campus Securi-ty and is posted in e^".*h building annually. 



from 



Traffic Fines, Agreeme^nt to Pay : 

Upon determination tha. a traffic fine is due and payable and * 
t.he individua^^i involv^ed cannot immediately make payitient , .an . ^ 

"Agreement to Pay" form m.ay be signed by the individual upon review 
by the Office of. Businless Aff-airs. Such -agreements are t-o be_ is^^^ued 
for an initial period :o f not to exceed thirty days,, at which time', 
if payment is not madeu next appropr/iate actions sh^ll be taken-by 
the College as permittied by law or regulation. 



•Subsequent exter.sions of "che initial period will be considered 
only upon written reque^ of the violator and. directed to th^ Vice 
President for B u sJ-^fttrg^^sA f f a i r s 



n requests to' defer payment are to be made to the Vice 
'^sident for Business Affairs immediately upon knowledge of the 
charge and inability to pay at tltat time (Erwin 208, Extension 56OI ) 



Parking Fines : 

Unresolved or/unpaid parking fines will be re^rt^ed t.o the 
Busine^ss Office twice a year. December 1, for those persons wh*o may 
be ' termijiat ing= at the end of the first semester and May 1, foi* all 
those with ^ntstanding fines a^^^'of .May 1;. Payroll deductions of 
any out s t arfdin'fes.^ount s y iU^r^e nui^i^agalnst faculty and staff during 
the month bf June .T^-^I-^-'^^h^ authorized by the Trustees of 

State UnivVs ity ,.^i^t''.tesolut iop--^ April 25, 1973, as summarized in the 
following spat^me-'ht; ^^^""'""'^''^ 

'"Chapt/er .li48 oKthe Laws of 1972, adopt ed by ' the New York State 
Legislature enacted 36'=2^of the Education Law^ aut ho r i z i ng t he 
tr.yst/efes 'of State University %6 promulgate parking regulations, 
incli/ding the assessment of fines for violation thereof. This 
legislation permits the deduction of such unpaid ^flnes from the 
salafry or wages of elyi employee; of the University." 



Parkli: j/, Fines » cont'd. 



to 



tiVL ';60) of the Trustees enabled the 
state-operated institution to develop 
trustee approval. The College 
of Nev York at Geneseo has 
includi.ng the assessment of fines 
ar Vioiation thereof and the deduction of such unpaid fines 

the of fending employee . These regulations 
by the Trustees of St at e ^Uni ver s i t 



College 
p?irk i ng 
L'ounc i 1 
adopt ed 



i / n ^ • / Q M V ' ' • ^ t ' 

1. O n u \ .J j>i t ■ . • , 

Council of each 
ref?ulat ions sub.] ec t 
fo/ the State University 
par kin, 3 r (igulat ions 



from 
have 



• the*' salary of 
been approved 



C u r i ty / Services in Relatiofi tc , the Health Center : 
• P'o 1 1 9 y j 

'no transportation "will be provided by the Security Division 
for students who need to go to the Health Center b\it could 
'reasonably be expected to walk or. find their own transpor- 
tation. Recupet-at ing students (e.g., on crutches) will not 
be transpor'ted by, the Security staf.f . 




ERIC 



2 . 



Transportation will be provided by Security officers where 
a degree of emergency exists due to (a) the existence of a 
serious problem such as' bleeding , object in eye, or severe 
-pain, which requires immediate treatment but not ambulance / 
transportation to a lipspital; (b) an injury or illness whi^ 
renders the s t udent^nc apable of walking; or ( c ) ^ Of e ne^d/_^ 
for subduing a'p6tenti*al patient whose behavior not 
sufficiently controlled. The residence hall s'^af t will 
screen the requests and make calls to Security and, in anjr 
case, one of the residence hall staff members will ass.um^ 
responsibility for the patient and accompany hi,m to the 
Health 'Center unless the security officer explicity refuses, 
this assistance. 

As in the past, a' security officer will meet, at the e^rance 
to the HeaUh Centei;*, any student who ly^gent ly;^,req^u^re s ^ 
treatment after 12 : 00^ midnight in o/der to vp^ovi^^^prot ect ion/ 
and assistance for t^e nurse on ^iuty at ±Kat t . Student^ 
who do not actually rjsquire medical t^>e^t m e^^A^/w i 1 1 ^.e 
cleared from the building, and thery<he nu-i^^^and office 
can make a cooperative de t erTninatiron as. to whet her~~-£airt^^ 
secur it-y^ services are required, "^.e nurse will ' indicate 
as soon as possible that she has matters under control / 
whqn tliere are few enough^ pat i ent and those patl^ts are^. 
not unruly. , , * ^ • • , • 
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Secuxyj:ty : 

h e Campus'' S^"^; 
iSlake A< Room 300. 
"SB^e~ujr i t y m$iy. also b 



manned and^-qTlt^b-fead 



services 
hours (8 
able for 
weekends 





^ 88. 



on^ th(| 
\ 



. A' 

third 



i s. locrat\ed 

extensions^' ar e ^ 5-I.51 / and 
"dialing * Qf^ \( dpera|p.r K 



1 o o r 
565.2. 



of- 



on R ^^Q-Tlt 

AM %-0^>SM 
assist 
a 1 i.m 



e State' Univ^r^ityi at Gen-^seo 
professional securilty and safety ■ 
a day basis." Dur,ir|g.^riormal duty / 
ugh Friday Kan o,f jfi c'e - stiaf f is avail 
i t ir/--a,e^ety ar^. ^iDurin'g nights and 
ff is av^r^able\ajb^ %11' times 



Campus Security at Gene's>o iV^a service g e rYey^.^a n d is av;ail*able 
at any time to provide^ faculty , ^taff, 3 1 udent s''Y\r virs1.-t.orfe with j 
any type of s e r vi ce ; wirki n the. kre^s of Secur Ity^'lr espons iB^l^lity . 



Automobile 
Security Office, 
Campus Security 
duties together 



r egi s t r at i\^n' for campus parking han^dled at tH 
Visitors pX^'K in g- perm its are als^ cw^^ailab 1 e 




-provides a fulSL range of law en f ore eir^-ent rela^te 
with saf ety , * infoririat Ion and ass'i st an 



Fir.4K Aid Kits 

Co\lege Infirmary approved .kits hav^;been placed in the \ustodi 
k^a of e^^ch College buildiji^ / the'DirectorXs Office of each 
^esixdence ^^11 the supervisors offic'e of eaqX dininV hal 1 , -eacftN 
^ate^<Das sender vehicle, and in-selecte'd ^tfiVes o-f eax^'-h academic^ 
d i nX.9 a t 



bui 



\east one p6r floor 



ChsGtirp 
their s-^aff 



grsoKi'fe^X secr^'taries and super vis 
mBpb-erX^of tKe presence* of thres 




The J at3[^itor ,\t he^^e c 3r\^t ary , oJr other pe^ soh^ who s e f f a 
is ^so prdvid^ is k^dNt o ' pe r io d i Cj^l ly review the" conter^t s 
n^^cess^ary sendythe .k^\^ toNthe in f i rmax/ ^ f or replenishments, 
ifi^y lie -piacedv^ i\ a^ largv® in^^^-office ~^Ye».lope' and addresse 

Inf4^i^^^y\' 
return • 



urged tp 



Inform, 



or area 
id when 

t o \he 



Plvea^^* mal<;e certal^^ the kit l;s identified for prb^pl 



the 




\ \ 

will be -'no ' -Charge to it^^'^viduai depB^rtmjent accounts f 



their »content s 



Accoun':;3^ Chart of; 



-1 - ■ - ' 

- . . Ihe chart o3 accounts., us ed at thje^CeiLesBO CBn^piis ^hall be tJiai. 
agreed upon- for all accountin-g purposes by the -State^ University . 

• * • / . ^ » . ^ ' c 

'A co'py of t*he most current chart^ of accounts shalL be furnished 
to the administi?at i ve head of each account and rto the ^feupervi'sfng 
crlerical person at least opce a yjear'; Minor changes within a year 
shall be comnunica^ed only to the* account affected in addition to 
the Office of Business Affairs. . • • - 

* The fesT:ective account ' number for. a iciven operational unit, of 



'.ont niy ot at enient s ; 



montnly statement of account balance^ 'shall be furnistied to* 

e. administrative head, of each account during the ^irst week of., 

the ^pnth following the month being- report ed . 
--•-.^ li^ .. - 

Tne administrator ^responsible fo^r expenditures within an 
account shoul*d review the report upon receipt and call' any 
discrepaiicies to the^ att ent ion oT the Account ing-,DepartJnent of the ^ 
Dffice*of Business "A^fa^irs . - . - ^ 

A detailed review of expenditure^ may be made wit'h th'e 
Accounting Department by calliiii^g for an aptjo intment (Ext^enslon 5606) 




Backch'argin^s - ^ • ^ 

V. 

The. fG>liowing cost cerit^exs^ are (^.esently used for backcharging 
services to the usirig* departzne"n^s^-- 

.2,; Tele^hon^e. & Tele/raph 
' 2. Central' Stores (^ff ice. Supplies ) ^ ; 

^ . Central .Duplicating ' . ' ' ' ^ 

• . Mail & Messenger * - ' - 

Computer •Center * 
6."* -Irxstructiohal Resource Center 
1 . Aut o^ot i ve 

An allocation for each of thes^^ was, ma^de *to eaah department, 
ba-sed upon the average expenditure^ -experience of tjie department for 
the past three years. ..When a depai^tment expends the'amount, allocated, 
any "^further expendi^ture is su'c^equently chapg^^i ^to .the regular supply 
and exnense allocation of the deDartment^ 



Accounts, Chart 'of : 



The chart of accounts used at the Geneseo Campus shall be that- 
agreed upon for all accounting purposes by the St at e , Un i ver s i t y . 

V i 

A copy of the^raost current chart of accounts shall be furnished 
to the administrative head of each account and to the supervising 
clerical person at least once a year. Minor changes within a year 

affected in addition to 

th^ Office of Business Affairs. 




The respective account number for a given operational unit of 
tKe College shall be entered on all forms where 
r- e Ovn i r e d . 



such a number i s 



Monthly Statements : 



'^^'■'Inon t h 1 y statement of account balances shall be furnished to 
e administrative head of each account during the first week of, 
the month .fol^lowing the month being reported. 

The administrator responsible for expenditures within an 
account should * re vi ew the report upon receipt and call any 
discrepancies t^O t*he attention of the Accounting Depai'tment of the 
Office of Bus ines s ' Af f ai r s . 



A detailed review of expenditures may be made with the 
Accounting Department by calling for an appointment (Ext^e^nsion 5606) 



Bac kch'argi ng 




The following cost centers are present ly used for backcharging 
services to the using departments: 



1. Telephone '& Telegraph 

2. Central Sto^res (Offiq<e 

3. Central Duplicating 
^^^.^^ Mail & Messenger' i 

5 . Computer Center 

6. Instructional Resource 

7 . Aut omot i ve " 




Suppl i e s 



Center 



^ An -allocation for each of these was made to eaah dejSartment 
based upon, the average expenditure experience of the d^WLrtrq^^nt for 
'the past three years. When a department expends the ajnomit allocated 
any ""further expenditure is subsequently charged to the /reg^s^lar supply 
and expense allocation of the departments-^ 
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Budge't Preparation : 

The preparation of the College ' S'^perat\ng and Capital Budget is the. 
primary responsibility of the Office of Busiriess Affairs ,^ Budget and Ac county 
ing Division in cooperettion with Offices of th^yice Presidents for Academic' 
Affairs, Student Affairs, and Business Affairs. 



?r final review and approve 
iions and procedures, other 
than^thcJse established by the Budget Control Officey, are the responsibilj/ty of 
the respective Vice Presidents, 



The. Collegers budgets are ..submitted only af| 
by the President ^ the College. Specific instri 



The Budget Control Officer shall provide th|p President and each Vi^ce 
President with the appropriate calendeir, instructions, and forms each Are ar' upon 
.receipt of" appropriate materials from the University's Vice Chancellor for 
Finance and Management. 



College Organization or Unit Fund Deposits, Location of ; 

Any College staff member of office which uses non-State furiii? in connectic^ 
with a campus activity, whether the money is collected On carapxp or not, must " 
deposit those funds either an a College budgetary account or iii a Faculty Stud.fent 
Association agency account. No separate bank accounts off can/pus are permitted 

Approval to open an agency account wlt'h FSA may be obtained by writir 
the Association' president , ('See organization listing - insidfe fro-nt cover) .\ | 
Advice on the appropriateness of using a College budgetary Account instead ija,p be 
oBtained from the College Budget Control Officer, Erwin 21 i " 

Before initiating any financial activity on campus, jSlease be sure you h^ve 
established' an account, as well as having obtained any neyfcessary permission ^ffor 
conduct of the activity itself. A four percent (li^) service charge is levild 
against all accounts except those exclusively funded by /student Activities fee 
monies. ^ 

IS ■ . 

Approved organizations are already covered by coryf esponding policies, f The 
extension of financial controls suggested above will finally enable us to pnsure 
the educational relevance of all financial ventures on the campus. 




Tuition Waivers:/ 




^Tuition waivers must "be v^iie's^t^^^^irrr^ 
Academic Affairs and approved^ in-^^S^rRnc 
vill be vaived. Forms and co^aplete informat 



,r^f the Vice President for 
tor which the tuition 
^d in Erwin 205 • 



Absences, Faculty and Administrative Staf/ : 




IF 



State regulations require that thie daily attendance record"^' all pre 
fessional staff members be filed in the Personnel Office as 'a prerequisite to 
payroll submission. 

» 

Chairper3Pns of dep.artments are responsible for filing monthly reports on 
faculty attendance with lona^ Ferris in the Erwin Lounge. 

Members of the Administrative <staff.. file monthly reports of absences with| 
the Receptionist in the 'Ervin Administration Building. 

Other reasons: Requests for .absences which can be anticipated are to'^^e 
^submitted at least three days prior to such'absence to the r^spective^ Vice 
President through and endorsed by the department chairperson or administrative 
department or division head. These requests can be approved only when the 
quality and continuity of instruction and/or service can be maintained. . '^lasses 
must meet regularly under adequate faculty instructional supervision. 
I •■ , . ' 

Absences due to illness of staff members are to be reported to the departme'nt 
or administrative officer as soon as possible. • Arrangements to insure the 
^quality and continuity of insjtruction and/or service during the period of absence 
and the make-up of ajl cdrnjell^d clas^ses must be ..approved by the ^Department 
Chairperson or Administrative Department or Division Head. Instructional 
department chairpersons shall report final arran^ments to the Vice President 
for Academic Affairs. 

Vacation Periods: Each instructor has the reS^nsibility for meeting all 
■ his classes at regularly scheduled times . Particular attention should be paid 
to meeting this obligation grior to vacation periods, student "pressure" not»- 
withstanding. A student choosing to be absent, does so with all the attendant 
risks and the instructor is not obligai^d to provide, makeup opportunities. 
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[*;rip:o>^"T>enS Extra (Dual) Jer'/ice : . : * • ; 

hlxlra service . K-ny^yj iz ifjfuied as vorls'. perf o^rced employee, 

/of one a^/ency Vcv ar. ;.er agency '^r by Mie e^mployee a^^4iis regular age^'ncy beyond 



/ ':i . z T.r> ma r e qu i r -v i : • i * w e s . 



/ 



:!:xtrH Lei-'/ioM requir^^ri adva:u:e approval from th^ employecG' agency, the 



i.'entra.l \\:Ti'je, and the jivlsion of tn^ Budget. 



/ "Jniveiv: i ty ' ; 

/ ' 

• p:uch extra service „penniLJ£3al;le only for. ^^rsons with instructional 
Vltlt-5 for instruct ional . ac Livitiec . . 



ERLC 



; . t.^e employee nu^t' requei:^ i'ro:a his regular employer approval to 
r.erform tj^e extra vork,. * / ^ .. ^ 

^ ^ • / . ' •. 

ir -.he vori^. is to be pei^formsd at vthe regul-ar ej^iployees agency the 
extra service rayrclZ voucher mug't be processed. 

. If the work is to, be performed £t an agency other than the employees 
regular af7,en?y a Up 6 Personnel Form must be completed. 



IJote; 



For advice on payments- for consultants^ br honorarias se 
honorariuihs in this handbook. / 




the sti^tement on 



ervice regulations , 
and eip;ht hours per 



Smplo:/Taent , Hours of .Classified Positions : 

The regular vork day for personnel, subject to Ci 
is seven and one-half hours per day for clerical emplo 
day for maintenance employees. 

The regular vork week is five ^ days per week. However, as required from time 
to time, employees may be Requested to work beyond the regular day or week. 
Cuch time worked will >e either paid overtime or compensatory time as elected by 
the individual and as provided for in the appropriate rules and regulations. 

The above defined work days are exclusive of meal time, but inclusive of 
the usual two rest, breaks of fifteen minutes. 

The specific starting and .ending hours and m^pal time for each employee is 
subject to the s;apervi sor ' s scheduling and t^he .needs of the College. Reasonable 
variations within an office or^ department will.''be permitted subject to the 
supervisor's approval and the needs of the Col^Lege . 
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• Employment, Hours of Classified Positions ,': cont d . 



The "usual office hours during the Fall and Sprin.g semesters 'a^e 
from 8:06 a.m. until i4:00 p.m.. Summ.er hours. may be different subject 
t<i the n-eds of the College and supe^rvisor approval. . 



Civil Service employees required to -work on "holidays or days 



in which the College is officially closed will only be those whose 
services' are requi red" f or the effegctive operation of the 'College 
on that given day," aV de t e rm i ne d ^y ■. t he President or hi"s designee. 
Due to the mission of\|ie institution, th.e needs of the College may 
be different on di f f erent days •, and thus a list of positions con- 
r.idered essential would not' be app rop r i at e . V Ne ve rt he 1 e s s , the 
C'^l lep,<', -through the Supervisors, will notifS^all employees required 
to work on holidays in , writ i'ng at least ' one week in advapce ot the . 
schcdulTMi holiday. .Since eme r gen c i e s may oc^cur on holidays, marnage- 
ment rptw-rves the f'ight to require such employees to work as may be 



necessary 



[eal with the .emergenc le s 



ERIC 



Employment "of Professional Staff .- I n s t " r uc t i on al an d Adrn'i n is t r at i ve : 

No academ-ic or adm i n'i s t rat i ve appo i n t,me n t,„ whether full or part 
t'irnf-, permanent or- temporary, Including all classes of s^tudent 
assistants, shali begin without; a departmental recommendation when 
State funds- are to be used". T^ie only exception to this is the ^ 
employment of persons on Temporary ■'Service funds. See th i.s ^ Handbook 
(Temporary Service Employment) for alternate policy and pvoc edure . 

, NO NEW EMPLOYEE SHOULtf. B'e' REQUESTED TO BE GIN EMPLOY-MENT UNTIL 
FINAL APPROVALS HAVE ^EEN RECEIVt:;i>E 

Procedure : ' ~^ 

1. "Three copies" of ^:Stat^us Change Form (SCF) are to be 
prepared by th e /re que s't i ng department or office, and 
two of these ari\o be forwarded to the appropriate 
Vice President./*,, , ^ • 
■ ■■ I ■• ° - " 

?.' The SCF will, llEon receipt by the respective Vice President 
be reviewed ai)^H'itwo copies sent directly to the Office of 
. Business Affairs (OBA) Personfnel 'office for checking of 
the dei^ails a,$f.ecting payroll records. The SCF must be 
■fully, completiecf. 

' J ' 

' , P?i^sonnel will ret^'n a copy of the SCF as checked and 

return the original to the Vice President with its check 
and any changes ,ij^dT\c a t e d within 2k .hours-, whenever 




prdct ical . 




ed)to hold will be c ommun i c at e'd . 
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BmiPloyraent of Pr^ofessiorial Staff - Instructional > and Adminj-strative , cont'd. 

i4. 



3 President will t,hen ^jecommend |ke appointment to the 
it, except foi;,, graduate! and « stuctent assistants. Upon 



. The Vice 

President, except foi;,, graduate! and « student assistants. Upc„ 
Pre.sidential approval ^the Vice Presiderj^ will prepare and send a 
letter of offer to the applicant^. 



Upon receipt of 'a signed acc^^tahce, a copy of the signed acceptance 
will be sent to the Personnel Office to* activate ail other personnel 
papers.- The Vice President wall prepare -and ^^nd" all forms required"" 
to the University ^ s Central Personnel Office. Any advance Approvals 
necessary will be^ prppar^^d 'by the ^PresidenV s Office and will precede 
th6 letter of offer. 



>J^OPER gROCJESSfNG HAY DELAY^ OR RESULT IN *THE PERSON .NOT BEING RAID. 




.p6rary Service :^ 



LXrequeStG to employ persons ^ on 'f,em|)orary SerVice, from State Funds,, 
made on the '^Studer^t Assistant Reqtiisition" form. ^ 

Wo p^e should be askeiJ to report work unjless the requesting department 
or ofrice has' received full approvals • toigrgency^ arrangements must be made in • 
advance and may be cpnducted, orally penciing j>rocessing . These situations must, 
be held to a mj^^nimumi:, Failure^ to propei^ly pr6cess may result in the intended 



employ.ee not being Da/id. 



All charges are against .the <»'reques'ting offite^s accourrt(s). ^ 

CJhly State University College art Geneseo students enrolled for a minimum 
of six (6) credit hours may be paid otl-the monthly Temporary Service payroll 
during the academic year (September - May7. Graduating seniors are eligible 
for Student Assistant fetatus uritil September 1 following their graduation. 
Bonifide students from other rtf^l^eges and universities may be considered for 
summer ^pas it ions when' anli if »State Universi^ty College at -Geneseo students are 
not available for ra position . » ». 



Procedure : ' 

1/ Secure proper forms from the ^Paj 



Office, Erwin 2l8. 



2. Complete as indicated on haafk of Studeikj Assistant Requisition 
form. Refer to Student Assistant* Policy\manual which has been 
distributed to each defiartirient . * 
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P'ringe Benefits : . ^ " 

The Fringe benefit schedule for 19T5-19T6 as established by the State 
Comptroller and the Division of the Budget are shovn in the table below. 

'Iliese benefits represent the estimated liability of 32. U3^. 

Employees who elect Social Security must in 1976 pay 5-85^ on the first 
$l&,lbo of salary, ' - ^ - 

llie component parts of-the 19T5-'.T6- rate are:' \ 

^« Retirement ^ * 22. Qk* 

Social Security 5-20 

Health Insurance '3.32 

Dental Insurance .26 

^ Workmen ^s. Compensation .^6 

Unemployment Insurance .26 
Survivor's Benefits - « 09 

■ 'Total - ' 32.li3 



INSURANCE, GSEA LIFE AND ACCIDENT AND HEALTH ' 

CSEA Group Life Insurance Progrfemi : 

iviembers ISf the Civil Service Employees Association may participate in 
the low-cost Group Life Insur^nbe Program available to^members employed by the 
L>tate." To qualify, one must become a member of the Civil Service Employees 
Association. One then qualifies for term life insurance which is dependent upon 
age at ^entry , your salary, and>ears of service. Further data is available in 
th^ Personnel Office, Erwin 2l8 (Extensi.on 56l6 or 5618) . 

Claims under the CSEA Plan are paic! promptly.,, Payment of premiums is 
arranged conveniently by payroll deduction. Application forms are available from 
the Membership Officer, CSEA. 

gSE A Accident-Health Insurance Plan : ^> . ^ )> 

— « ■ ' 

Th^s ^an provides CSEA members with an opportunity to secure income 
protection against disability resulting from accident or sickness at a lower 
cost than they can arrange * otherwise . Payments premiums is arranged. by . . 
payroll deduct ion » 
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INSURANCE, C3EA LIFE .AIID ACCIDENT AND HEALTH 



CSEA Ac^c4 dent-Health I n s u ranc e ■ P 1 a n , cont'd. ' ^ , 

✓ 

The CSE?\ Accident-Health Insurance Pla'n pays a cash monthly 
indemnity during periods of sickness or ac c i de nt ^ di sab 11 i t y^ r e- 
fyardleGS of whether or not the insured member is hospitalized, t 
This differs from the benefits paid under the State Health Plan, 
which pays ho s p i t a 1 , me d i c al , and surgfcal bills incurred to the 
extent proVided under the plan. The banefitr, of the CSEA 
Accident-Health Flan and the S+ate Health Plan do not duplicate 
f^H(\h oth<?r . 

For furt he r ' i ri format i on , Contact the Membership O^fficer of the 
Local CHEA' Ch'ipt er . Claim forms taust. be secure,d through'the 
Personnel Officr.' and pe r sonal'ly p r oc ee se d t h rough the insurance. 



c a r* r 1 e r 



Ter*Bush & Powell, Inc. 

lU3 Clin^ton Street 

Scheapct ady , New York ' 12301 



' INSURANCE, HEALTH AND DENTAL 



Health' Insurance : 

^ " ' ^ ' . . . 

There^are two'health fnsura'rjce pptigns available - t^he 
Statewide Plan (Blue Cross-Blue Shield^ and Ma j or Medi c al ) and the ; 
GHI Option (Blue Cross-GHl). These pi an s p r o v i de*- in s ur an c e ' aga i n s t 
the cost, of medical 'care . T<^hey have been designated to/provide- 
fullest protection for f ac ul t y ^and I h e i r dependents at tJie lowest 
possiblecost. 

Statewide: The Statewide Plan consists of three parts;. Basic 
Hospital#»zat ion coverage provided by Blu^ Cross^, Basic Surgical-^ 
.Medical (iove rage ^ provided by Blue Shield, and Major Medical coverage 
provided by the Metropolitan Life Insurance Company., The third 
part of- the plan gives atjde d p r o t e.c t i on not only .against tbe heavy^' 
expenses of very severe and prolonged iljlness through' aq extension 
of the beJiefits provided by Blue Cross and Blue Shield but also • 
includes partia^^ reimbursement for other items of m^edical care not 
Qtherwise covered, such as doctor^s bills -for out -o f ^-ho s p i t al treat- 
men t s e rv i c e g of specialists and c on ^u 1 1 an t s ; ^ s pe c i al nurses, drugs 
and mt^ndicine's , and other types of medical services. 
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INSURAi;C£, HEALTH AiVJ DENTAL 



He^alth Irusurance , conl »d. ^ " 

The'GHI Option consist:: of two parts: .Basic Hospitalization coverage provided - 
by Blue Croos, and doctor's charges for surgery or hospital care paid by OKI 
according to the Schedule- of Allowances. Ijnder Extended Benefits Coverage, 
OHI will pay 30^ .of the. covered expenses after a' $50 family/ deduct ibl e is met 
each calendar year, Jovered expenses are limited to prescription drugs, private 
iuty nursing, private fiinbulance , oxygen; appliances and ec^uipment." 

Ijen*:al' Insurance : - ' * 



fr.'jUp 
i;rovi s i onr 



Health^ Dental 
in the De 



ntal "Insurance, which is non-contributory, has made new 
ntai. Plan 'effective January 1, 1973. 



In any calerriar year there is a I5O.OO deductible/ for Individual coverag.e 
anJ a 450.00 deductible per per ^n w> th a maximum of $150.00 for Family coverage. 
If you have expenses exceeding thiairSWint, you may f/ile claims recover!^ 100% 
of CH.!./-^ maximm -payment allowarl^fe ov^r and above the original $50.00 qr $150.00 



jleduc^i,ble.. The amount of deductibl 



m^iximum . 




ed for orthodontic work is 



i.OO 



For every newly appoinled persofe-enrolling in this plan, there is a six- 
month waiting period. Den^-al Insurance will become effective on the first day 
of the month following the completion of 6 months' employment. As was true 
before, which is now amended, present employees who have had more than 6 months 
:(:-rvice no longer ar^^ penalized and are no longer considered a late enrollee. 
may enroll irmnovii a^.el,^ . 




Questions regardfng Health Insurance and Dental Inr^urance should be referred 
to thW Person^nel otfice, Ervin 2l8 (Extension 5616 or 5618). 



, " ' NOTARY PUBLICS 

•Notary Publics are - available on campus in the following offices 





Erwin 2l8 


Mr. 


Howard Erwin 




Erwin 202 


Ms. 


Lora Harter 




oohrader 30 


Ms. 


Margaret Mishic 




Ervin '2l8 


Mr. 


Donald Lackey' 


1 


Erwin :^17 


Mr. 


John Nickerson 




Erwin 103B 


Ms. 


Linda David 




Ervin II6 


Ms . 


Anna Kline 




^.rwin 10 5A 


Mr. 


Richard Welch 




.Erwin 105- 


M9.: 


Geraldine Covell 




Fr-win ;^^1E4 


Ms. 


Nancy Baker 




Erwin PI 9 




Susan Voorhees 
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Notary Publ i c s , cont/d. ^ • . 

'fheir s e r v i c e s . ar.e prcvided free of charge to members of the 
student body and the staff of the College. 

Any person de^ring this s.ervice/is requested to call and 
makQ an appointment, except in casea/of immediate emergency. 

Whenever possible, students should request Notary public 
services f-rom Ms.^Lora Har t e r , 0 f f i c e of the Vice President for 
Student Affairs, Erwin 202. 

folicy an.J rrucodure for. Personnel Records Rgvtew : 

Any employee may review .iiis or her Personnel Record by _ - 
in.iiratinK in advance a desire to do s„o . Record review by pro- 
-fessional service? employees .shall be held -in the appropriate Vice 
President's Office, while members, of the classified s e rv i ee-sfrall 
US'- the Personne-r. Of f ice . Copies of non-confidential material in 
the Personnel Record may be made by the designated secretary in the 
appropriate 'Vice President's Office when the records are reviewed. 

Bequest for Personnel Record review shall be made by notifying 
"the designated secr^e^ary in the appropriate Vice President's Office 
"'(professional) or l^er sonnel Office (classified).' 

The respective office secretary shall: "(a) schedule the 
appointment; (b> obtain the appropriate record on non-c on f i dent i a-1 
material; (c) i;4turn the record to the file in the Personnel Office 
after the employee has reviewed the record and signed and dated a 
sheet which indicates that a review was made. 

The personnel record typically contains copies of personnel 
transactions, official correspondence with the employee and evaluation 
reports prepared by the College. The confidential section of the 
record contains materials such as letters of recommendation 
solicited in connection with the employee's employment. The con- 
fidentie^l section fhall not be £(,vailable to employees or their 

r e p r e 3 e,n t a t i V n . 
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Release of Personnel Information : 

1. -. A member- of the College staff shall be informed 

immedi-ately when an investigative agency requests 
information regarding his employment history. 

2. No information wi^l^l be .released to such agency withput 
^ the written consent of t^he employee and the consent, of 

t h e C o 1 1 e ^ e . 

it 

3. If the College' cannot legally prevent -the disclosure of 
in.formation which cither the College or the stalT member 
deemr. confidential, the College shall provide the striff 
member with a complete copy of all the released materials 

" 1 oa 
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Release of Personnel Information » cont'd..^ 

h. Approvals of release of faculty personnel informatian shall be madn 
a ^part of the employee's personnel file. ^ . 

^. An initial or aubsequent staff approval may be recinded at any time. 

6. All such inmjiiries will be processed, only upon written request . 

Upon the first Vhch inquiry for information, the staff member will be 
requested to indicate -his wishes regarding th^ release' of such information on 
the- apiproprii^^ personnel form titled "Request for Release of Employment 
Information." ' . ' 

Salary Checks and Information : 
Policy: 

A- Instructional faculty h-ave the option of being paid either on a ten 
or twelve-month basis. All other regular staff are paid on a twelve- 
month or twenty-six pay period basis. All persons will be paid bi-* 
weekly on Thursday. Salary checks may be called for in the Bursar's 
Office of the Erwin Administration Building on alternate Thursdays. 

B. Mandated Deductions: 1. Federal Income Tax, 2.. New York State 
Income Tax. 3. Social Security Contributions .(under present law, 
5.85^ on' the first $li|,10ti. Staff members are urged to keep current 
their W-U and/or adresses . j^ppropriate forms are available at the 
Personnel Office. • , ■ ^/ 

C. Retirement (election of 1 of 3 plans - non contributory). " /" 

D» Optional- Deductions : 1. State Health Insurance Plans. 2. Civil ♦ . 
Service Employees Association Membership Dues. 3. CSEA term group 
life insurance premiums. , CSEA health and accident insurance 
premiums. 5. New York State Teacher's Association Membership Dues. 
6. U.U.P. Dues. T. United States Savings Bonds. 8. Disability 
Insurance (available after 3 years of service at no cost), ■ 9- Tax 
Sheltered Annuity program. Can be elected once a year. 

E. Payroll Check Issuance: 1. Regular State payroll checks are 

distributed every two weeks beginning on Thursday at 7-30 a.m, at the 
Bursar '-S Office in Erwin 103. 2. Temporary Service Payroll checks 
are distributed approximately on the 15th of each month. 3- Student 
Payroll checks are distributed approximately on the 15th oT each 
month. U. "Faculty Student Association checks are distributed on the 
first Friday of each month for the preceding month's work. 
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Selary Checks and Information , cont^d. 

E. SaT^TTS^Adjustment s : Th$ salary adjustment dates are April" 
1 f or cia^sif ied personnel, July 1 for administrative 
personnel j'^^'ati.d September 1 for faculty. Salary schedules 
for classified and urK:^assified personnel are found in the 
Appendix. 

1 Procedure: (except for FSA checks) 

/ Each employee is required to appear in person tO sign for and 

rt^ceive his check. Identification may be requested. 

/ 

/ 

/ Exceptions ina^"be,made as follows:- 



An employee may, in writing (signed and dated) authorize 
another person to seeure his check." Such notice must be 
approved by a person in authority in Personnel or the 
Office of Vice President for Busine'ss Affairs and 
surrendered t^ the Bursar's Office, Identification m^y^'be 
request ed < of All such persons. 



In spi&c ial emergenc ies , if requested in writin^^and an 
addressed stamped envelope furnished, the Pqirsonnel- Office 
vill mail an employee's check to a s ing 1 e . ^ddr e s s . This 
exception is not intended to be o"n an 9ngoing basis. 



V 
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■ Salary Schedule, Cl&ssif Afed' Excludin-g Security 
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" To W providexi'. 

DKi'AR'i.m'Wr l OF AWiT AWl) COI 
. BUREAU 1 OF PAYROLL AUDIT 
SALARY GRADE SCJIEDULE FOR OTHER THAN SECURITY, SERVICES NEdOTIATING UNIT 

EFFECTIVE APRIL 1, 197k \ 



\ 



\ 

tSALARif ' 


a'nnual 


1ST. 


* 

2ND 


3RD 


1 1 int ri 

HTH* 


MAX. V 


1 tyfr\ A T\T\ 

1ST ADD. 


?rrD ADD. 


GHADK 


TNC. 




YEAR 


YEAR 


YEAR 


SALARY 


STEP 


STEP' 


h 


$ 250 


$ 5370 


$ 5^20 


$ 5O7Q 


$0120 


$ 0370 


fk oA 

$ OD?0 


$ 6'' 70 


2* 


262 


5585 


5047 


0109 


d371 


od33 


0095 ^ . 


7iy7 


3 


'275 


5871 


611+6 


61*21 


6696 


6971 


72U6 


75?1 


^ k 


290 






0720 




7300 


ry e r\0 

759" 




'5 


305 


6^50 


^755 


7000 


73d5 


7570 


7975 


02c U 


6 


319 


6811 


7130 


7kk9 


V 7768 


8087 


81*06 

X ■ 


V .8725 


7 


332 


72OU 


7536 


7868 


o200 
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Salaries, Non-Teaching Professionals : 

. ■ " PROFESSIONAL RMK SCHEDULE, 19T^-t6 

Extra Max 
$16, 887 
21,025 
25,2714 
32,208 

k l8j8O0 21>;^00 23^800 ■ , 26,30o' • 28,80Gy 



3l+,l80 
1^0,715 
1*9,065 



PR 


Minimum 


1st. Qtle 


Midpt . 


Jlorm . Max . 




$ 7,1*25 


$ 8,650 


$ 9,900 


$lH,73H 


.1 ' 


8,600 


10,225 


11,850 


18,955 


2 


11,H00 


13,250 


15,100 


23,177 


3 


15 ,100 


16,975 


18 ,850 


29,1*12 


k 


18,800 


2i>;^oo 


23,800 ■ 


26 , 300' 




(Ranks 5-8 


tinchanged from' 


values established July 1973 


5 


21,91*5 


•25,020 


28,065 


31,110 


6 


26,330 


' 29,925 


33,525 


\ 31,120 


T 


32,315 


36,515 


1*0,670 





Maximuiri. Salaries for Aaademj.c Appointments 1975-76 : 



Effective Jul/ 1 , 1975 .the following maxima wdll be. ^§gplrcaW.e to 
.appointments of academic staff ^ho Join the University during tb^ 1975-76 
academic year, . , 



Regular Faculty 
(Academic "Ye ai* .Obligations^ 

Professor " ^36,793 

Associate Professor . 27,287 

Assistant Professor J21,36l'" 

Lecturer 21 ,36l 

Instructor . . 15,^33 



\ 

\ 
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^ Social Security : ■ • " \ 

""^-Social Security, as used here, means the ' Old-Age y and Survivor's 
Insurance System that is administered by the Federal Social Security 
Admini St rat i-on . It became available for State employees July 1, 
1956. ^ , ^ 

An employee makes tax contributions to the Social Security 
fund during his working years. The State University contributes 
equal amount . 

Social Security provides payments to eligible retired or dis- ~^ 
abled employees' and certain members of their families, or payments 
to thei^r survivors. 

For further information, c^'ontact the Personnel Office (Erwin 
,218) . ' • • , ' 



^ime-Of f Reque st s : ^ ^ \ 

All requests for time off which is to be charged to accrued 
overtime, personal leave, sick-leave or vacation credits are t^o be 
submitted to the employee's sup,ervisor on the Time-Off Request Form 
no less than %twenty-f our hours in advance, excepting emergency sick 
leave. Such emergency sick leave shall be reported on the same form 
as soon as reported by the employee. Such re que st s , other than sick 
leave, shall "be approved within reasonable limits and promptly, 
giving due considerat,ion to the needs of the College for continuity 
of service. 

\ " " ^ " ■ ■ ' 

\such requests should be.;made as far in advanc e. 'bey,ond twenty- 
four \ours aa is possible. " ■. ' ' - 

Pro c edur e : , . ■ ^ ' 

" • 

1. Complete the Time-Off Request Form as requi,,red. 

2. Submit in du.plicate' to supervisor. ^ . • 

\ 

3. Upon approval, the employee will receive a signed copy of 
the reque s t . ' 



k. The " supervi sor shall file the original immedi at ely with the 
Personnel Office (Erwin 2l8) 'and keep one copy.'.' 

5. Disapprovals shall be indicated with reason and a copy of 
the disapproval sent to the employee. 



. Ill 
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Time Sheet: 



Classified Service Per s'pnnel 



. Ail classified service pers^onnel are required/to submit bi- 
weekly time'sheelL: on the forms provided by the Pefrson/ei Office. 



• P rocedure 
1 . 



All time sheets must be signed \,in persbd by tihe supervisor. 
No rubber stamps and no initialled signatures K^-^-^ 
accepted. Should an improperly s igned plme sloeet be sub- 
mitted, it will be returned to the supetvi sor ^Vith an 
appropriate comment^. In the absence olj the supervisor 
which will ^unreason.ably delay t he ^subml s s ion , arrangements 
must' be made with- the Personnel Officelno later /han the 
Monday'' following the last pay day. * ' ' y^' 

All time sheets duly . c ompl et ed are. to be su^Dmi^ttted at the 
Bursar's Officre^each a^'nd^eveijy payday &;j^^^han4^;^g them to- 
;f the person issuing. the p,ay cl;!eck's. I f a' t i'm^ ' Sheet m.ust 
be submitt^edi later than at. the^^time of |)icking. up one's 
check, then they ^are to^ l:?e. sept or br(pu^ht to the Personnel 



pf;fice. (See it^m '1' above 



provided to employees on a * ti^^rity-e ig rit day basis. 



3,, All time sheets will be dat^-r stamped 



at the Bursar's Office ot at 

The same procedures are to b 
of ,shi f t-as s ig*ned personnel, 
-.will submit all time sheets 
a group. 



Time ptccruals will be 



as received," whether 



the Personnel Office. 

f.ofaiowed in the special cases 
exc'^pt that the supe.rviso.r 
f'br w.hichl'he is respo^hsible in . 



Workmen' s Com pens at ion : 

^ If an employee is injured o r ,di £; abl e d wh i 1 e he is on the 'job 

he is protected by Workmen's Compensation, 



Procedt|re: He should: 



1 . 

2 



Get first aid and see a doc 



tor . 



I f 

quire o 



Report the accident as soon] as possible, to the PeriSonnel 
Office. J 

Fill out a claim for W^orkmen''s Com'pe n s i on as soon as 
possible. - ...... 

Claims should be filed promptly. - Hbwever, ^^ey may be filed 
within a tWo-year period. 

o 

an employee needs to get more information about claims, in- 
^ the P.ersonnel .Office of the College (Erwin 2l8). 
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Honoraria, Payment of ; 

Departmental Chairpersons and Administrative Officers wishing to employ 
spea-kers lectureres , or consultants on an honorarium basis must fill out and 
^send a Status Change Form to the Office of Business Affairs. Such costs will be 
charged to the departmental or office account. 

The Status Change Form, completed in tripj-icate, should indicate the name 
and home address of the recipient, social security number, amount of payment 
authorized, reason^ for engagement and the dates of the engagement. 'Please sign 
the form indicating account to be charged, clearly mark '^Hohorariurn,** and send two 
oopieis to the Business Office, Erwin 217* 

If the honorarium to be paid exceeds $150, a complete justification must 
be attached, indicating dates that the service will be performed, a description 
of the service to be performed, the type and size of audience, and the 
rationale behind the 'amount of the honorarium. A regular State voucher jshould 
be signed by the person receiving the honorariuja. 

If the person engaged is ^ State Employee ,^ no, more than $1^0.00 per day or 
$100.00 per day, if an overnight is required, is permitted. Those employees will 
be paid through a payroll transaction. 

Contractual Relationships : * 

\ ' ' ' 

A. General ^ 

All agreements and commitments which involve the use of College owned 
equipment, supplies, facilities and/or required the College to provide any nature 
of 'services shall be approved by the appropriate, Vice President, and shall be 
processed through the Office of Business Affairs prior tb execution. Executed 
copies of all such agreements shall be filed with the Office of Business Affairs, 

No staff meiiber of the* College shall make arrangements or commitments in 
behalf of the College, directly or indirectly, with any vendor relative to 
purchase contracts or services of any kind,* except through the^^Office of Business 
Affairs - Purchasing Office, and then ohly after the necessary authorization has 
"been granted ,in writing by the respective campus department chairperson or 
appropriate administrative officer, 'All such intents to purchase material, 
equipment or services must be forwarded on the form entitled "Requisition 
Purchase of Supplies and Equipment bearing the necessary approvals to the ^ • 
Purchasing Office, Contractors are expected to affirm to an equal opportunity 
statement . . ■ 

Individuals making unauthorized gommitment of state funds may bq required 
to -pay the verfdor with personal,, fLinds , • ^^^^ 

No person, except employees of the Recei^ring Department (Central Stores) 
may receive goods ordered by the College." . 

^This includes newspaper -ads , subscript ions , items requested on a "trial basis 

that later may become "''cor|f irming" purchs 

9^- - 11.3 
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Contractual Relationships , cont^d. * . 

B. Contracts With Outside Agencies For Eguipment or Talent - Student 
Organizations * • . • 

All contracts and arrangements ( including verbal agreements,) for equipment 
or talent on or off campus must be submit/ted to the coordinator /of college 
activities for approval. All f-ormal vriilten agre^ements must be,' signed by the 
coordinator ,oi* college activities before/they are. considered official. 



Purchasing : 

*- All expen^j:Cures of state funds for the purpose of acquiring goods and/or 
services muaft be accomplished in accordance with the rules and regulations of 
(l) the Ndw York State Department of Audit and Control, (2) the New York State 
Office of (General Services, (Division cf Standards and Purchase), (3) State 
University o^New York and (M State Iniversity College at Geneseo. 

All acquilsitions of goods and/or services, involving the usfe of state 
allocated money, must be processed on^ "ihe forms provided and in the manner 
prescribed be/ow: 



1. 
3. 



l4. 



Th/ College's purchase requisition must be used 



appr(j)ved by the department cKairperson or 

ible for^ an account. "4^0,. other signature 



EaclV requisdtion must be 
administration officer respond 
will be honored. 



Each requisition must be complete as indicated pn the form." Only^. 
requests^for supplies and/or equ%ment not available. Troi^ Central Stores 
^hou^d be put on these requisitions. Please indicate the building and 
room in which the items will be Js^d or gene-rally stored. This 
information is used for invent oryl purposes . 

\ I ' 

When prepared, the department sh0'|Lj-d seijid, by interoffice mail, the 
first three copies of the requisition directly to the Purchasing 
Department. Retain the yellow coj 

The third (green) copy will be ,aret|lrned within '2^ Tiours ■ to. the. 
department indicating the - date rec&ived and requisd4:ion member assigned. 
The yellow copy may th^n be destroyed. Please use the assigned 
requisition number when making inqikrieS about the request. 

As soon as a purchase order has b^ei issued, the second copy (blue) 
will be returned to the department: ^Showing P.O'. number and date, and 
actual cost, excluding shipping. Trie department may then destroy the 
green copy. Please use the assigned|P^O. number when making inquires 
about the request. 
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Pur c h'ln i ni 



c ont ' d 

/I 



Whjen merchandise i's rec ei ved , '^the Receiving Department .will 
delive;r the items to the- building and room designated and 
ohtciiri 'ill author 1 zed vj i^nVtujre acknowledging receipt of the 
p,codsi If you wisfi to have th^ Items del i ve r ed^^ t o a 
ideation other th^in the room indicated f o r^. invent o ry pur- 
po s i 



N o o n 
ac t ua|I 



c o n r 

s hi i p 

ar r an ^/erne n(t 



Each 



you may indicate this at bottom o f ' de s c r i pt i on space. 



except Purchase . Of f ice Personnel is to enter into a 
r ei at ionship with a vendor (see contractual relation- 
rie Colle^^e will not assume any obligation for- such 



r e qu 1 : 



ion 



will be handled. as . prompt ly as the daily 



voiumr^ [>ernii t s , 



We 
(« 

s p e c i a I 
f o r i n 3 

Do 

College 
If Cent] 
obt aine( 
College 

Fo 
Office 



' " erne r gene i e s 



recognize that 
handling may be required, 
t rue t ions regarding "emergency" 



" oc c as i onallly arise, and that 
Contact the Purchasing Department 
pure h as e s . 



u 



purrlhase any items for College use directly from the 
Bj^okstorp, request such items first from Cent ral Store s. 
Storey does not stock the it era ,.. pe rmi s s i o^i must be 
from Purchasing before any purchases may be made at the 
filooks t o r e . 



r I inf ormat ion regarding a requisition, 
bith before or after submission. 



tm^ent , 
p^fesT s ons 

department . be ing.- del i ve r ed by Centra 



No /person, e xc ept ; employ e e s of the Receiving Dep 
receive /any* goods ordered by the Colleg^e except those 
receiviiig liems in a 



Supplies, Office - Ordering 




Stores . 



AfLl staple office /supplies must be ordered by the department, 
or admkniGtrat ive office from the "Office Supply Catalog" availableX 
from tjhe Pur^chasing Office or Business Affaires. Item^^not carried 
In stdck must be requisitioned separately -^-l see Purchasing, 
Requisitions). 

'Jach account will 'be charged for t^he supplies r-equi s it ioned 
from tentral Stores by the Backcharging System Or will have its 
Guppl/ and Expense (S&E) Allocation charged when a requisition iS' 
appro /ed and processed. ' ' . 

supply of .any itebi, in other than normal use quantity, should 
iered on a separate Purchase Order Requisition through 
asing. Please call for assistance in such instances. 



be or 
Pur ch 
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upplips. Office - Ordering , co n t ' d . 

' ■ Central Stores orders are to be ma/e by completing the^ small 
machine card- form available ia the departmental office 'and sending 
it to Central Stores, Service Building, in the interofTice mail. " 
Use more than one card if space is not adequate. 

Those persons ordering ^^r a non-locai^^ budget account such as 
a "research grant," etc., should enter the .^title of the grant in tfte 
space marked "Department" and leave the accbunt number space blank. 
Put -the grant number in the space marked "Grant Nt5 . " The approved 
signature in such cases is the faculty member of the administrator 
res^M)nsibie for the affsiirs of such U grant. 

Hepa L r Service : 

All requests for . repair of equipment are to be phoned .to 
Business Affairs, Purchasing Division (Extension 56II). Do not 
make the calls directly to commercial companies. 

The Purchasing Division will make the necessary arrangements 
for all office machine repairs. 

In some instances, usually involving scientific or^technical 
equipment, the Purchasing Department may authorize the Department 
to contact the vendor directly. Such authorization must be' in 
wr i t ing . ^ 



Repairs, Offi ce Machines : 

— * I . / * 

All office machine repairs are to be handled by the Purchasing 
Office of Business Affairs-. Each account will be charged for such 
'^rep^airs of office, equipment ..when the machine is assigned to the 
Recount . ' « . 

. 0- " - . 

All such requests should be phoned into the Purchasing Olfice 
(Extension 56II). Do not make c all s directly to commercial service 
c ompan i e s . .4. 



men 

Ont 



Service^maint^-nance contijacts for office machines may be 
anged through the Purchasing Division. Charges for such agree- 
will be made "to the account to which the machine is assigned, 
.^i.^e established , such contracts will be atitomat ically " renewed each 
year unieXs written Request to terminate the co,ntract is made by 
t|ie Departm^H^t Chair^person or Administrative Officer to Purchasing.. 
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Letterhead,- Stationpr j 

Al'I letterhead for official College use will be that as approved 
by the Pn^^^dent. ^ 



■ All requisit io/iing for departmental letterhead and matching 
envelopes shall be /forwarded to the Purchase Division^Df Bu^si'ness- 
Affairs. L f ' ' 

Charges for "letterhead and envelopes will be /agains*t the 
individual departmental account. 

. / " -S a • 

Gend a completed Central Stores requisition to CejTtral, [Stores 
for non7departmehtal College letterhead stationery. Non-departmental 
*general(college /stationery is ava i 1 ab 1 e f r ora Central Stores.^ 

payment! will -be made for any unofficial s t at i on e r y - or 
envelopes . 



Equipment, Pfqpision For : 



All init i/ally-required office, classroom, and service equipment 
iG provided fdr a building through the allocation of Capital Equip- 
ment funds an| results In no direct charge to the using department's 
operating budjjet allocation. 



• Subseque 
from the all 
allocations, 
to acquire 
and staff 
subject tp 



to the deparii 



rit acquisition of equipment may result from expenditures, 
pollegf account (Central Sf^ores) or from departmental 
The all-college account v.ill essentially be deployed 
ral office and classroom equipment,, such as student 
deijcS', chairs, files, bookcases, bulleti^n boards., etc., ^ 
reliability of funds and will result^ in no direct charge 
ent . " . 



gei'ne : 



Spec i fid- 'i't ems necessary to the using account must be budgeted 
for; ..requisiVil^ned by, and charged to that account. 



Proc edur e 
1 . 



Needfe \for general office and cl.assroom are established in 
consultation with the respective Vice President and usually 

wi ll'l^'equrr e no d i r ec t .ac c oun t action. 

\ - 1 

Deparlments and office may, by the submission of a purchase 
requisition, request such general equipment. 

Beforelprocessing for out s ide purchase , all such requi-sition 
will b4 matched against existing stocks. 

Should fourchase be required, the requesting department will 
be contXcted for -approval, f or j)ur c ha s i ng and charging to the 
ac Q-oiXn t 
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Property Insurance ; 

^Vath the excep^lcn of M.e RosiVb nee and Dining ft&.lls gvned by the 
Dormitory Authority motor vehicles and a few indiviaual. pieces cf art, + ho 
.facilities, ^^iuipmon^/ and -property of the College are not insured, excopi. af; 
protected by ihc credit of the State of New York. 

, Per:>0'nal property 9f individuals located on the campus is not covered for 
loss^or damage through College insurance. Nor does the College carry, ^^old cy . 
of liability insurance. Persons who bring items of personal property' to carapMs 
should record essential information regarding such items, and "where appropriate , 
oUtaln insurance. In the event sueh items are lost or stolen, the^ovner should ' 

. act the College Security Office. * , 



TRAVEL^ 

Policy: ' ^^'-^ 

1. All official travel must be requested on^^the Travel- Reqjai sition , 
Approval .and Expense form^ whicfh eonst/itutes the request, and 

^ .insures appropriate consideration. ' , 

f . , 

2. Official travel must be authorized and coordinated to guarantee 
maximum use of carp and provide for necessary maintenance. 

3. The Office of Business Affairs is responsible for State Vehicles. 

U. ; Reimbursement for out-of-state travel will continue to be* restricted 
to those who are scheduled for formal participation in professional 
meetings. Formal par ticipation* includes presentation of papers, 
. membership on recognized panels, and officers of the sponsoring 
organization. - . . <■ 

All requisitions for faculty out-of-state,., travel should be transmitted to * 
the Office of the Vice President for Academic * Affairs . Due to .the depletion of 
the modest travel funds which are administered by the Vice President, all out- 
of-state travel approved by chairpersons and by the Vice President will be 
charged against departmental accounts. Due to the limited nature of departmental 
budgets, and to the high priority of the instructional program., close fiscal 
stewardship must be maintained in this area. 

5. State University polic^^ dictates that in order to qualify for 

reimbursement at the maximum allowable ra:te for personal care use, 
the employee requ'esf-ing reimbursement must have placed a request for 
the use of a state dar at least three days in advance of the trip 
starling late and have received a non-availability certificate from the 
Trave-l Clerk. 



*Cee Memo from/ President MacVittie, 7 July 19T5, to Faculty. 



liH 



Ill, 



TRAVEL, contM. 



DO NOT. MAKE ANY DIRE.CT ARRANGEMENTS WITH ANY TRANSPORTATION OR 
TRAVEL AGENCY, AIRLlti^! , /IJS COMPANY, OR OTHER TRANSPORTATION SOURCE 
WITHOUT FRIOR APPROVAL FROM THE OFFICE OF BUSINESS'^FFAIRG . 



6. 



T. 



State vehicles 
f(^r personal needs 



not be used, under any circumstances 



State vehicles may only be^operated by licensed College 
employees and in special cases by licensed students, when 
adequ^ate supervision, is guaranteed. Advance approval is 
required for stude^nt drivers. . ■ 



NO 



PHONE CALLS TO HOLD CARS EXCEPT IN EMERGENCY 



Procedure : 



1. All three copies of the Travel Api>roval and Expense form 

' are to be sent to the^Travel Office, Erwin 217, filled out 

a-s -^mpletely possible'. fhe jravel clerk will complete 

additional item"s and^ make all necessary ar rangement s ,. re- 
turning the blue, and^ grei^n c6pies to^ the traveler be'fpre V^ 
the trip. This blue copy is to be carriegl by the trave;Ler, 
with all data entered on it as one travels. This will 
expedite reimbursement, which takes about four. weeks. 

2. Travelers are urge d ^o . v i s i t or phone the travel clerk, ^ 
Erwin 217 immediately after tratveling, to insure accuraUte 
reporting and reimbursement.- The blue copy is to be 
returned completely filled out as to time, dates and 
accompanied by original receipts to the Travel Office-. 

3. "^An Official voi^cher will, have 'to be signed by the traveler 

upon the Travel Clerk submitt ing 'to the traveler the. 

completed voucher 

■* b 
k. Each vehicle is equipped with maps, flashlight.,- fire 
* 'extinguisher , flares, fir'st aid kit, window scraper, 
•box in the trunk. A document folder c or]L,s i s t i ng of: 
insurance and fleet i de nt i f i c at i on, c ar d s , new operaS 
manual^with accident report^ forms and Thruway pe'rmit i\s 
the gllve compartment. These materials are to be leftjin 
the car unles s needed . Travelers are remi.nded'^ that despite 
the Thruway permit .on tKe cars, the new rate required an 
additional cash payment in most Instances^. Please request 
a receipt for this additional payment and, submit with other 
materials for r e imbur s eme rft . ' ' 
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TRAVEL, cont ' d 



5. When in the Albany area, use the St at e . Ga]^ age loc at ed ^. o f f 
Western Avenue for gas and oil niseds or emergencies.^^ Bee 
glove ' compartment for other State facilities for/ gas*. 

6. When travel involves roorii, meal, or other char/fees which are 
over the maximum allowable, plaase make t h i s Snown t o the , 
travel clerk well in advance. Albany approval must be_^ 
secured before final approval to travel is given. 

When calling for overnight reservations, first consult 
the yellow pages of your regular telephone directory for 
a possible toll free number listed as 8 00-^XXX-XXXX . 

■> ■ , ^ 

7. For emergences on campus, when the T r aye 1 .0 f f i c e ^i s closed, 
please call the College Operator ( 2 ^4 5 - 5^2 11 ) , ■ who in turn will 
contact the Security person on- duty.. In case of delay in 
returning from away, telephone the College collect , so tb-at 
the next user will not be- inconvenienced. 

8. State cars should be returned t o t h e i r own parking slot 
in the Service Parking Area. 

Procedure: For Regular Pre-arranged Travel : 

^ i: Submit "in advance to the Travel Office a traVel request, 

approval, aqd expense form obt ai ned ' f r om the travel clerk ... 
\ .in Erwin 217 - signed by the department or division chair- 
y- person. j 

2. When approvable, the blue- copy 6f the request will be re- 
turned to you before traveling. When rrot_ , approvable , you 
be notified and alternate, arrangements attempted. 

3: Keys "and other materials may be picked up at the Travel 

Of f ice within ^2^4 hours^of departure and during office hours 
of 8:00.^a.m.' to 5:00 p.m., Monday through Friday. <^ 

I4 . . S^ate cars are parked in the Service Group lot. One's 
personal car may be left in the State car space while 
travelling, if de^irel. 

5. " Return car to Service Group lot and lock the doors and eloge 

ail window. Return keys and mileage slip to the travel 
office within^2i4 hours, or to. the key box on the Service 
Group loading dock. 

6. Gasoline ^ should be acquired from the Service Group facilities 
before depar^t^ure if gauge shows less than full. 



TRAVEL, cont'd. 



\ 



Emergency Travel - Restricted Use Only : 

1. Submit travel request in person directly to the Travel Office, and 
approval and arrajigements vill be Expedited. , . 

2. Keys and other matet-ials vill be issued simultaneously, if a car is 
available . . * 

3. The car is to be picked up and returned as in regular travel. 
U. All other regulations appl^y as noted hq;rein. ^- ' 

Travel Allovances : , - ^ 

i 

Board: $8.50 per day, including, three meals, lodging tip, arid 

other incidential expenses. -The breakdown for meals is: 
Breakfast ~ $2.25, Lunch - $1.65, Dinner - $6.10 
(including gratuities). 

Lodging cost not to exceed $l8.00 per night in ^New York 
City and the Counties of Nassau. Suffolk, R©'Ckland, and 
Westchester; and' not to exceed $13.00 per night elsewhere 
in New York State; and $1'8.00 out-of-state plus $1.00 
per night for overnight incidentals. Recent surveys of.- 
rate schedules indicate that some hotels and motels ad^-" 
vertise lower rates, particularly during off-seasons. 
Travelers should take advantage of these off-season rates. 

gravel Advance: ^ ' / 

/ 

A lijfnited amount of locally administered funds is availabye for advances.- 

Such funds are allocated to each Vice Presidential area. Advance approval 
is . required . ■ ^ : . 

Upon completion of each person's travel, -pj^onipt rei^tbursement of these 
advances must be made . 

^Board in the New York City area and out-of-state' i^- Breakfast $1.50, Lunch $1.65, 
Dinner $6.85. The $1.00 overnight incidentals does not apply ^to out-of-state. 



Lodging:* 
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CENTRAL DUPLICATING 



ERIC 



The College maintains a Central Duplicating facility in Room 1 
of th^ Erwin Building for processing requests for duplication for 
official business. This is not a printing service. 

All such requests must be submitted on the "Requisition for 
Cent ral. 'Duplicating" and signed by the. Chairperson', Administrator 
or their secretaries. Prior to filing a requi s it ion the requestor 
may call the Office of Business Affairs, for advice (56II). 

Ail work will be costed and recharged to the requesting depart- 
ment . Such recharges must be under stood^ to be an integral part of 
an accounts* budget. Over-charges to a depai^tment must be borne by 
the regular Supply and Expense allocation of the department. 

Procedure.: . . " . ^ . . 

1. A yellow req^uisitfon form, available in -Central Duplicating, 
coitpaet^ty filled out, must accompany material to be 
.(Jujg^tc^ted. Incomplete requests will ^e returned to the 

aepartment or office. „ ' 

2. Submit request fprm, material for'copy and/or art work 
'to Room 217,* Erwin Building, for approval. . 

3. Please allow two weeks for work to be done (exclusive of 
Instructional Resources time). 'This is to allow Central 
Duplicating to schedule work so that deadlines may be m-et . 
Work may be completed sooner if time allows and the requestor 
notified". 

h. ALL TRUE EMERGENCIES WILL BE SO TREATED'. Any work that 
."is camera ready ( example : letters^ forms, etc.) can be 
run in our quick-copy center^ in a day/ s time. In most 
cases the cost will be less than Xerox by your department.' 

5. Or iginfll copy must accompany request and should be saved, 
for a repeat run at a later time. Duplicating cannot be 
done as effectively from copies. 

6. Back-to-back work should be typed on sepa:rate sheets. 

7. , If colored inhk is requested, additional time is required, 

ref;rain from such requests except in those cases where 
essential. ^ c. 

8. Collating can .be handled by Centraf Duplicating if extra 
^. time iG allowed:. This time can be minimized ^if the 

requesting department can provide part-time help. 

In the interest of economy, all work should be back-t o-back 
and single space:! where possible. . . 
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CENf-RAL DUPLICAT^G, cdnt^'d, " ^' 




0 . \ 

Restrictions : * ^ " ^ 

1, No student or student organization work ,w Ml be handled. 

2. Personal wprk ^will be handled o<n Xerox only subject to 
schedule and will be charged Payment must 1:38 te-ndered 
before beg-inndng. However, there are. .two cdpy machines 'in 

• , Milne Library for personal use. y . ' V . " 

3.. The request form" must carry the «ignature\of the chair- ^ 
«' ' person of that department or the secret arWs^ signature . 

Absolutely no typing of copy ' will be done- bV ^ C ent ral • 
D.uf)lica't'ing, except wiiere varityping is reqAired. 

> » , \ ' ' . 

•5. Duplicating of copyrighted material should be* carefully 
revi,ewed before 'proceeding. 

■ 6. Where a c onf lict oocur s between two or more "r^ish*;; requests/ 
Business' Affairs , i*b consultation, will determine the 
priority. 

,1 , ■• - 

Some Suggestions for Determining Which P rocess' to. Use: 
Xerox: 

1. When copydng material from a- book or magazine^ which cannpi^ 
be taken a^)^art , - ^ V * 

2. When up to 10 ^copies are. required oi\ feV pages,. When • 
oVer 'ten copies are required for several jjages a req-ue^t 

\ should be filed- for offset'. . Central Dupl i.c^'at irig fetaff^. . 

. \ ^ » n r. Q ri Q H 1 R -p 1 n R T) e c i al c.a s e s . ' 



\ 



Offset 



can advis'e in special cases 

In a true"" emergency,; up to 25 copies'of' one page may be 
made, whdle tlae balance, should be^handled oh the offset,-.. 



1\ Any original, may be du^rlicated, or any xerox' copy "from , 
.book or ^aga^ineVthat i^' sharp and ^clear jnay '^be xtsed. 

2. Twenty-faur hours, is neede,^ 'for most offset job^-in-the 
1- q'uick-cepy center. LargeMobs, or thos^ re<iuiring= extra 
work such as gollating, and stapling should- be given an 
extra day or up t p- tvo • v.eeks 'depending upon th'e size gf 
the job. " , . <. . 
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MAIL* SERVICE 



The College Mail Service is reserved for all official incoming and out- 
'going letters and packages. No employee -of the College shall claim the College 
as 'their perihanent address (excluding professional business mail) except such 
persoris vho have "been authorized to live on campus. All others should notify 

the Federal Post Office of their personal home address. and any changes therein, 

<■■ ,j 

Procedui:e: 

A. Incoming/Outgoing Mail and Deliveries ' ' 

1., Mail is. delivered on campus twice daily between thfe hours of 
9-10 a.m. and 1:30-2:30 p.m. 

3. Mail Room hours (Fraser 9) are Monday through Friday 
' ^ 8 a.m. - U p~.m.,, • ^ ^ 



3. ' Outgoing mail'ioes to the Post Office Monday- through Friday at ^ 
3:30 p.m. Incoming mail is received 8:30 a.m. -.3:30 p.m. 

k. Outgoing Post Office mail goes Monday through Friday at 11 a.m. 
and 6 p.m. Incoming Post Office, mail arrives Monday through 
«^.Friday at- 8:30 a.iji. and 2:30 p.m. 

'B, Central Office Mail - Mail for the University's Central Office is 
/ sent daily by the Campus Mail Service in a special pouch. No postage 
is required for each piece. Please identify such mailings as-fqllows; 



sue 

Genes eo 5 N,Y, 



Central 
Office 



Name 

Address (less street, 
city, state, zip) 



Forwarding - Persons going on leave are' requested fco m^ake individual,, 
'arrangements with the. Federal post Office ./or forwarding. Business 
mail ^received at the Colleg^e will be 'forwarded only if appropriate 
adtknce arrangem^ent s B,re made with the Campus M'ail ^^Service,. 

- ■"'-^ • . " ^ • ^ 

Personal Mail - No personal mail will be handled except to return it 
to the sender .0^ , leave it ila the departmental or administrative office 
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MAIL SERVICE, cont'd, 



General 



1 . 



\ 



5. 



Anticipated maij^ings to be sent at the bulk 
be called to the "attention of the Mail Room 
their needing to be mailed for information on 
paration o-nd ar r angem.^nt s for mailing. 



r at e si^ould 
prior t< 
pr e- 



The sender's, name or department should be 
the upper left corner ofthe envelope, in 
to exj)edite the return of 
the Man Room vill open 



undelivered 
such mail and 



placed in 
all cases , 
mail . If not , 
"then return it 

be 



Large amounts of mails for any one department may 
placed in a large inter-office envelope or rubber- 
banded and marked to the departmejat for distribution. 

Special Handling should either .^e marked, on the en- ;. 
.velope or a .note attached giVing the instructions. If 
in doubt, please call the Maal Room. Mail in manila 
envelopes, not to go third ciass , should have its class 



marked on the envelope. 



be sent 



First 



Mail for people who have left the- College will 
to the department where t.hey worked. It should be 
forwarded to their.,new address by the department. 
Class mail IS forwarded with no charge. Third Class 
mail is sent postage due, to be paid by the recipient 
Mail should be forwarded each day as it'is received. 
Simply cross out*^ the address and add -the new o^e 
piece of" mail and return^.to .the Mail Room.- 

^We will ap,preciate knowing immediately . of any difficulties 
encountered.' Occasionally,' for reasons of illness or . 
holi-days , . mail may be delayed. 



each. 



St udent 



lail 



S e r vl c e q 



Stamped mail destined for 'Students is delivered by ^i'he ^ , 
Post Qffice to' th^ several residence halls daaly except 
gunday. Such mail for nonresi(ient students is delivered 
'to' the Cpllege:' Mail Room in; the Fraser Building. 



2.. ^ Stamped and 
izat ions is 
Campus Mail 



unstamped 'Campu%., Mail for student organ- 
delivered to the College Union |iy the 
Service . f> ^ ^ ' > " ° . • ' ' ' 



Campus Mail 
delivered once daily 
Campu^ Mail., service . 



unstamped, ^or on-campus residents is 
to each residence hall by-the 
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MAIL SERVICE, contM./ 



Campus Mail for - off - c ampus/ s tudent 3 is placed in mail ^ 
boxes in the Collel^e Mail ^^om in th.e Freser Building. 

5. Such* mail int^ehded foj^ .residence halls and commuting 

students should be placed. in white envelopes and marked 
"CAMPUS MAIL" unless it is a large quantity of mail. If 
the latter case, then sort and "label .for each residence'' 
hall and/mark "Fo?: Distribution," ' * 

6., There are ^Federally provid6d n\ail'boxQS for stamped mail 
in various locations on, campus. Campus Mail should not 
be placed in these boxes at any time, as this mail is 
not sorted in t,he Geneseo Post Office^^^ but goes'" dii'ectly 
to Rochester where it is sorted. 



Fdculty^ Staff, Alumni Identification Cards : 

entification cards for faculty, staff, and alumni will be 
i^ued yearly by the ^Office . of Vice President for Bu^,iness Affairs. 

The holder may be required to sl^ow the card for College pur--^ 
poses upon demand ^nd is to be sur^readdr ed upon -leaving the College, 
* " • 

Cards will be issued with the first fall pay check each and 
^very year or ""to each employee thereafter within the* year , Is 
required. ^ *^ ^-^ 

Lost cards should be reported to the Office of Vice President ' . 
for Business Affairs, Erwin 208 ( Ext ension ' 56OI ) . Duplicates wil'l ' 
'be^'is^ued as required and so marked. 

Memberships : , , * , 

The College -annually subscribes to institutional jnembership ,in 
s^lect^d educational and> related organlzat i(^ns-. ^ J ' , ^ 

Recommendations and approval to subscribe ' lp-;stibiiiitted by the :> 
respectiye Vice Presidents annually. All costs^^^f such memberships 
are bornd by the all~Coll,ege account. |^ V ' . • 

Other non-institutional memberships may b^^ engaged in by a 
department or administrative office, subject to the approval of the 
chairperson ^or administrative officer, and are chargeable to the 
respective account.^ These charges are against t-he acc ount ' s supply 1 
and expense allocation. ^ . . . 
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Member ships , cont^d. V ' 

s. ' <■ 

Proc edure : ' 

1. All such requests must be submitted to the Purchase 
Division on a purchase requisition form. 

' • -2 Cancellations of memberships are to be forwarded in 

memorandam to the Director of Purchasing well In advance 
ofWhe renewal date. ' • ; ' , " - 

Equipment , Inventory : . • , ' 

State regulations obligate the College to institute and maintain^ 
an all-College inventory of eqtiii pment . The .College began its ^ 
^inventory in 196T, and the data'has been committed to a computerized 
system. A similar system has been developed for Faculty-Student 
Association and Re'se^'arch Grant acquisition. « 

The Business Affairs State 'system is based, in the case of new 
buildings, on the original purchase orders and the space towhich 

„ originally assigned. In other bu^l-dings wherein equipmerit is both 
new and old, it will be invent.orie.d where it is at the 'time of - 

" inventory. Any given piece will remain assigped'to such space , once 
tagged, until a, formal assignment change hag been requested by a 
department chairperson and approved by the OffLce of Business Affairs. 
Each piece has a,, serially-numbered decal affixe'd and will also be 
marked indicating it as pro^perty of the College. Staff members are_ 
■encouraged not to bring personal equipment on campus vjthout notifying., 
the Qffice of Business Affairs.. ,Where such a practice is necessary, 
we ask that each person keep, in his possession, ,proof of ownership. 
TRe volume of equipment and- money involved makes this endeavor 
mandatory for good fisc-al management. , ' c? ■ 

^ It is essential that no equi-pment be moved, after, it is-, ' 
inventoried, without processing a department ally appro^red change card 
th^t may be obtained from 208 Erwin Building. ^ „ 

' ■ -0 

Equipment / Of f-Campu9 Loans :, ^ 

The only Stated-owned equipment that may leave- the campus is that 
which is required to diVectlj*;: affect the instruct ional, -or servi'ce 
programs of the College. Equipment charged- out for such purposes 
■ shall b'e th« responsibility of the instructor or othe ,.s upe rvi so ry 
personnel . - ' < 

A. student may charge out equipment, subject to departmental 
approval, only whfte.he is a duly reR3.9tered member of a class, 
where-in the item is normally used and the appropriate sign-put 
procedure, now in effect, is followed. 
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Equipment » ^ Of fjrCacipus Loans , cont'd. 
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funds ex- 
as a work or art 
mate-rials even 



The policy and procedure herein suggested aVe intended. to cover 
all equipment or other items borrowed from, a given depaJijr'tment , which 
were ' initially acquired by the College by the. expenditure of regular 
State funds or by funds resulting from State, FedWal or'' ' pr i vat e'^ 
grants. Not included are those it ems ■ pui^chased by^ other 
cept as the ite^ is now owned by the College, such 
of a class gi<ft an4, in^ addition, -all Milne Litrar; 
though purchased by S-tate funds, 

^"^.> \ . 

Although the procedure is intended to cover primarily those 
items removed .^frojBi the building in which they are noiViQ-Hy housed, . 
each a^rea may use its discretion for those items char^ked' out of a 
^^iven room to be used in another room wit.hin the >§j^me puild^ng.- 

In each case of such a loan, three copies of the fprm are to 
be prepared. One carbon copy goes to the borrower and iyo copies 
are to be kept by the faculty member or chairpd'rson. Shbuld it be 
necessary, one of these is to^be sent to th'e Office of^B%einess . 
Affairs wheti a charge is to be assessed or when the depar\traent is 
unable to reach the borrower within a reasonable period arter the 
return date. In such cases the reverse Side of the form iV to be 
completed. Business Affair.s will take care of t he r e qu i r e 
..notific^ation 'of charge. As with other like obligations, records will 
be held until full restitution has been made. - \ 



Such monies as are collected will be held in a special account 
for purchase o.f replacement items. ^The Purchase Division wil\ '^J'ork- 
directly with the particular department -in each case. 



Should damage or loss occur, the Office of Business Affair.s, 
upon notification from the department inrc&j^ed , will proceed to 
assess the damage and/or the cost of replacement and to order repairs 
and, where necessary, 'the replacement. Such repairs and/or new 
ordering shall be accomplished through the facilities o4* the 
Faculty-Student Association. Collections of monies due shall also 
ife handle^ by the FSA in a separate agency 'account. All such monies., 
and subsequent equipment requisitioned, shall become and remain the 
property of the College. 



Equipment J Use : 



Policy: 
1 . 



The use of State-owned equipment provided to the College, ' 
shall be approved so as to provide .-maximum a>vailability 
" of such equipmen^t for the primary'^ activities of the 
instructional, research activities, and *admini st r at ive 
programs of the College whether such" programs , in whole or 
in part, are conducted on and br off campus. ^ 



ERIC 




121. 



Equipment , Use , cont'd. . . 

2. Approved usage' shall provide, by-procedure, for appropriate 
record keeping, preventive maint enanc e inventory c ont rol 
and repair or replacement and , s uch c harge s for repair or ^ 
replacement beyond normal. wear as may be deemed necessary. 

3. - Approvals shall%e made by the r e s pe c t i ve -de partment chair- 

person, building supervisor, or administrative officer as 
^ required and utilizing, where required, those forms as may 
bedeveloped. 

1*. Such charges, as may be levied, shall be againgt the • 
• individua^l, the College account or grant as appropriate. 

5 All on or off-campus use of instructional equipment by 
faculty, administrators, or staff, and students or groups , 
of same shall be the responsibility of the department 
chairperson or administrative office, as appropriate, when 

\ ^ " ■ su'ch equipment is to be removed from its normal-\ase 

loc at ion . 

6 ■ All on ot off-campus use of non- i n s t rue t ional equipment by 
' . ■ faculty, adJninistrators, staff and students, or groups of 

same, shall be t-he Joint responsibility of the department 
chairperson or administrative officer and the Office of 
Business Affairs. , . . ' 

T All o-ff-campus use o f' i n struct ional ' or ■ non- in st rue t i onal 
equipment by other than faculty, students, staff and 
administrators shall be limited to, those groups or agencies 
which are directly or educationally related to .the programs 
of the College. Such usage shall be approved by theOffice 
of Business Affairs in consultation with the appropriate 
campus department or office. If such use is to be on 
campus as a result -of facility use then the appropriate 
.department or office shall give the approvals- 

8. Na> approval shall^be given to requests for us.age received " 
from commercial sources. . ' * 

9. ' Charges for damage incurred, beyond fiorm^al wear , shall 

bille^d to tKe user. 

-• •■ 10 All equipment loaned in accordance with the -above statement 
' ' shall, each year unless the spec i fic loan" arrangement • 

^ - ' . - indicates otherwise, be returned to the department or 

•office from which. loaned prior 'to the last day of tfte given 
. "years' second semester examination schedule. 
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Telec' ones -i Centrex Jervlcr 



\ 



-^-.tlrp Col 1 :i \1 .X . i r.^-' .J /r.t p!^orJe^^sUi the residence halls, 

Lo ir.^H-r jotinf^^ev. bv a '•':V^ir'J>-i'-^> -cie .^un-*- i'L-x ijystem vi1^k itc ovn separate 
ex.'*har:p'ci , T'-^ ^-XXXX . "^y'^h Ii;:: ):r.;. u/::: arii oi^tgolKg calls are 4ifileci direct, without 
e / r^^* Mw-)UgK 'Ml'. 'J . ' : • sv/: ^';^i.hoar 1 , 

A.' changed ii. lelepiione, service are tirranged through the Office of Business 
Af*VairG, JMhJect to the app-roval jl* the Vice Frefeidei^ti^f or Business Affairs. 

one ei^e may ir.ake any arrangement:: with the telephone^^^^^mpariy , arid rio 
vi4i-X>:XjC (')erie:seo I'Xcnar K^O phone.o may be installed on cainpus " 'T'he only 
exc^ev tions are 'join te' -.^phones , /\nd temporary -instal lat i ens provided for and 
by cor.o'^. ruct ion ccTi^ 'ir.i . 

♦ -''acuity are prov:^*jefd with <.np :.XiJtrument pe^ office, sharing one line 

between two or ';hr--e ^r.f f ice^ . -'f three^ off ice^s\are_ one- line";' or if two 
of fleer, 'ir'-.f lo^ « l^^^ol niii^^, , buzzerij are 'provided; telephones in two adjoining 
offi.^er. !r.l have- bu'/..iers . • ^ 

ilvery ite^n of tea'^p^ione equipmet^t i? liack^-charged to the using "budget 
accoui.t . Ir. eacb ';'\.'e, theje charge:; are kept to a minim^om monthly figure 
consis'-t.^nt vilfx the oi'fioien.. f^jnctionlng of the instructional or admij/iistrative 
office involved. 

- ■ » ' 

Please study the detailed Telephone Instructions in the front of the current 
Staff Directory, and he following page of this handbook. 

The Rochester line, dial '"'4' XX7-XXXX, should he used whejiever possible. 
Except in exxrerae emergencies, wait for the 'line to he free, rath>?r than 
incurring the expense of a long-distance call. Use of this system significantly 
reduces the charges to the Collegers budget. * ' , 

^:ervice fc ilures should he reported 'to S631; if. no answe^r, to 5210. 

Request.^ for onanges in telephone service are made on Form CX-UU^ Blanks 
are available in Erwln ?I7-D, or(by dialing 5631. .Requests must be signed by 
the Department Chairperson, and sent to the Cettrex Office. The request* will be ^ 
priced and returned for final approval. After it has been countersigned and 
returned, it must be ^approved by the Vice President for Business Affairs. 

Ple«*se dial 5.^10 for information. Dial *0' only in an emergency . 

A^ record should -be kept of eaqh long-distance call, in order to check the 
monthly bill wh'er. d't is sent to the Departirtent Heal for approval. 
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f-elphojes - Lohr Distance <£aXl3 : ' 

"^-^ xr~ ^ ' 

fhe College receives a\r:uparat-j rnonthly bill for each Centrex line to 
which /a long-distance call h^as been charged. These bills are sent to the 
Department Chairperson or adijiinistrative officers, with CX-'2i4 approval forms 
.attached, which are to be returned to the Centrex Office. At the same tim^, 
the bills are. charged to the corresponding budget Uccount3. Therefore, it is 
essential that long-distance calls be charged to the corre.ct number. When the 
operator cuts in and asks for your number, give the approved number for your 
area. 

All long-distance calls are either state-purpose (i.e. chargeable to a 
State University budget account) or personal (i.e. reimbursable to the State). 
Gince long-distance calls are billed tax-free to the College by the phone 
company, "personal" calls made in behalf of a tax-exempt entity such as a 
Federal grant; Research Foundation project, etc. may be charged to Centrex 
phones, iQ order to avoid the tax which would be imposed if they were. charged to 
a residence phone. Such calls must be reimbursed immediately upon receipt of 
the bill. NO OTHER CALLS MAY BE CHARGED TO COLLEGE PHONES. 



V 



Procedure: . 

Be sure to study the instructions in the front of the Staff Directory 
before making ^ny long-distance calls from a College phone. 

Ail calls for a given' Department should be charged to the Chairperson's 
phone number, regardless of which line is actually used to make the call. 
Simply give the operator that number when she asks; do not mention the number 
from which the -call is ^^eing J^ade. ^If the Department Chairperson or Administrative 
Office has more than one line, all calls should be charged to the first line of 
th^ group. 



NEVER charge a long-distance call to the College's main number. Such 
calls, are traced by the phone company and recharged to the number from which the' 
call was originally made. Collect c^lls to the College must be made to the 
correct extension; the switchboard does not accept collect calls. 

By special ^rangements with >the Centrex Office, tax-free call^ which are 
going to te reimbursed on a regular basis, and which require a> separate bill in 
order to obtain reifi^bursement from the sponsoring agency, may be charged to a 
designated number. Xn most cases, reimbursable tax-free calls are charged to 
the Chairperson's nuaaber, and become a partial payment of the total bill. 
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Telephones - Long 



Di st anc e 

M ' 



Calls , cont ' d , 



With rare exceptions, per.son-to-per son calls should be avoided. 
Please note the comparative rate schedules in '*Ca3:i Gui.d@ 3" in the 
front of the local ffelephone directory. If you mistakenly dial 
9-0 instead of^ 9-i» you will automatically incur the operator- 
assisted rate,' even though you intended to make a s t at ion-t Or- st at i on 
call. Hang up and dial again. 

The CX-2k slips which are attached to the long-distance bills 
should be returned within five business days y as directed at the 
bottom of the form. DAK '"deny ' all knowledge" credits which are 
requested after the deadline has expired cannot be allowed, and 
calls will remain charged against the Department's budget 



the 
ac c ount . 



It is. the responsibility of each Department to maintain 
accurate records of all long-distance calls ma^de , so t-hat it can 
identify* errorT and sISId st ant i at e the claim for credit which the 
Centred, Office will file with the telephone comp-'Cny^ Failure to 
recognize or remember a long-distance call when the' bill is present- 
ed is NOT sufficient* Justification for claiming a DAK cre^dit. 



Guest Room Reservations : ' 

The College maintains guest rooms in the Colle^^e Union and 
Steuben Hall, which are managed by the Associate Dean for College 
Actl!vities officed in the College Union. 

^ These rooms may be reserved, in advance, for official College^ 
guests, candidates for positions, temporary consultants and 
employees^ of the State other than College employees.. 

Regular Coll'eg.e employees and students and peVsonal guests of 
employees ai^d students may not us»e these facilities. 

Re"s ervat ions may 6nly be for a single occasion not to exceed 
seven days, but may be, extended by a separate subsequent reservation 

New York State Lgdging requests will be accepted for non-Golleg 
State employees and candidates. ' ' • , *■ 

Payment shall be/ in advance vhen; lodging requests are not used. 

Proc edur e : > ' " - 

1. Reservations requests must be madd" to the College Union 
• Office ( 58$1 ) . 

2- The Colleg>e Union Office will confirm ""the reservation by 
Campus Mail when . poss ible , otherwise the confirmation will 
be by telephone. ^ , 

9^ • . 
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Gxiest. Room Reservations , cont^d, / 

3. Cancellations should "be phoned to the College Union as soon as such 
fact is known. . ' ' 

U. Keys may be picked up one day in advance of the guest's arrival. . 
Notes : . 

1. The charge, per night is $6.00 per person. ; . 

2. Maid service is provided; except o^ Saturdays, Sundays and holidays. / 
3,. Linen is changed d-aily Monday through Friday. 

ft U. Rooms are made up only *bet\7^een 9:00 a.m, and 11:00 a.m. 

5. Check-out time is 1:00 p.m.- on the last day. . 

6 ■ 

4. If leaving before Monday at 8:30 a.m. and after;^^:00 p.m. on Friday 
♦ any lodging re^quests must be submitted to 'the College Union^ Of f ic'e 

before H:dO p.m. on Friday, 

7. Specific information for each guest will be found in each room and is 
to be left in the room upon departure. 

Statement on Campus Governance by Chancellor Erneat Boyer : ^ 

In the light of recent challenges to the basic structural elements of 
the university, I join vith the Faculty Senate in reaffirming the validity of 
governance as the appropriate and organic process for the involvement of 
'constituent groups in campus decision maJcing. By this statement. University 
faculty, staff and administration are reminded of the charge contained in the 
1972 Master Plan that 

The governance arrangements within the 
University will be increasingly clarified 
^ ' an4 improved methods of consultation will.^ 

" be developed to^ reflect the need for . 

effective governance based upon widespread 
".J, pai^ticipation ... 

*■ " t • 

since these challenges go to- the very heart qf the University, it is 
appropriate to underscore the traditional legal Iraifiework which establishes arid 
protects University governance. 

, Th§ Education Law established^^he Board of Trustees and charges it with 
the responsibility for and conduct of the University. The Trustees, in turn, 
have" promulgated Policies that represent a constitution which provides basic 
principles of policy and organization. 
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Statement Q.n Cacdpus Governance by Chanc<^llor -Ernest 'Boyer >, corxt"'d. 

These Policies vest author it y in "the Chanceilor of the University 
and in Campus, Presidents 'and legaTly establish governan^ie as the 
appropriate vehicle for- the involvement of all' constituents: fac- 
ulty, staff, administration and students. /In this regard, t'he 
Policies'^ accord' pfficjLal recognition to the close interrelation 
between the exercise of' the legal authority of the President and. 
his obligation to accept cronstituent participation through " 
govei;^na'nce . ^ 

, Article X of the Polic ies , among other provisions, empowers 
and directs the flaculty to deve^iop by laws ' for 'the conduct of its 
affairs. Substantive actions laken in the course of that conduct are 
advisory upon the Pje s ident and are a recognition of his legal< 
authority. 'Furthermore, those provisions of bylaws concerning 
consultation how, when-^ and where t he^ Pre s ident consults with his 
f/Eculty are subje'ct to his approval, is understood, of course, 

that bylaws often contain pr o c edur e s f^or ' c onsult at i on among faculty 
in addition to provisions foV presidential consul-fat ion with faculty. 
The latter only is (spoken to) in Article X. 

<9 



When 'tl^e President accepts pfWisions of ► loc.al bylaws, concern- 
ing consultation, the Trustees\ through Article^ X, and the Chancellor 
respec4i this endorsement and t^ese provisions become, thereby, part 
of^local policy and moist pnovidis a reliable framework for campus • 
governance. Ib this regard, a President is, expercted to adhere to 
policies which he has accepted for hid administrat io*n . 

Since governance must remain responsive to changing conditions 
oh each campus, the validity of bylaws, rests firmly upon the 
continuing confidence in which they are 'held. Bylaws, once approved, 
should not be used to require adherence to outmoded or bad pra:ctice' 
by either the faculty or the President. The c,ampu.s community must 
remain ready to recognize legitimate objections to practices or 
proce4ures which no longer adequately meet th^ needs for which they 
were designed. In order for governance to operate effectively, 
provisions must exist in each set of bylaws t/o permit the President 
and any constituent included in the governanq'e vehicle to initiate 
review and modification when bylaws fail to (Command the confidence 
of those who are expected to obs erve t hem 

'Bylaws are the manifest at ion of the Uni^'vers ity • s ' commitment to-, 
governance. They have their legal basi^-in authorization by the 
Board of Trustees ancl their effectiveness results, in the most - ., 
practical sense, , from the confidence thl^^-^en^Joy in the campus 
community. If governance is to survive, it must draw strength fro# 
.'its success in meeting the needs for which'it was designed. It must 
not rely upon external forces. Its validity is adequat ely support ed 
in the legal recognition of governance by the Trustees Policies 
^s essential to the proper conduct of a University. ■ ' 
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^All well-operated institutions of higher leaiminlj^ in these days provide 
forytheir various" con-stituent elements to participate in the development of 
policy. Both instructional and administrative faculty must have an important 
part to play in establishing curricula of quality, as well as in extending 
knowledge through research and other creative endeavors. In the community of " 
8cjx5lars which comprises higher education, the administration is another 
constituent "element . 1^ is of the utmost importance for faculty students , 
and administration to xinderstand j^he responsibilities each has to the* other 
and the absolute necessity of uj^xing to fulfill the purposes for which the 
institution was created. 

This does^ not mean that conflict will not occur, but it will be decreased 
* if the purposes of the institution and the importan^ce of self -governance in 
the college community are kept steadfastly in mind. 

The kind of ^ organizational pattern that- a crimmunity selects can either 
help or hinder the institution in meeting its responsibilities. The sole 
pu:UPose of a Constitution and By-Laws is to assist in affecting sound 
operation. ■ In toerican higher education today, the type of governance frame- 
'^work depends jon the college's mission, the resources it^has available, the 
size of its faculty and student body, and the breadth of its program. » 

» 

Here' at Geneseo we have cieveloped an organizational plan which allows 
us to care for our instructional and research duties and,- at the same time, 
insures that each individual has the opportunity to partipi^mt'^^ully in the 
furthering of our academic puirposes. In 1^70-71 5 a Fac\jd.ty Committee 
consisting of Dr. Virginia Kemp, Dr. Donald Watt, Dr. John Deutsch, and 
Mr. Richard Hale did a very thorough and -creditable job of revising the 
origirial Constitution and By-Laws. This revised document was approved by the 
Fa-culty in October 1971. and was finally implemented during the academic, year 
'1972-73. . , • 

' In my judgment , this revised document will provide the qntire college 
community with the opportunity to stud^, discuss, and participate in the j 
development i)olicy. Such participation is vital fa:?' any instit'ution seeking/ 
to meet its commitments in higher education. Oiir cbmmitment to colleague / 
governance has remained strong and functional since the creat^ion of our - j 
initial Constitution in 1965- ' , ' 



Robert W. Mac Vittie 
President 



July 1973 



PRE A*M B L E 



The Const iti^tion and By-Lp.w.s , have been developed' so that\bhe^ faculty 
of the State University College of Arts and Science at" Geneseo shall have 
responsibility^ for the fomulation of College policy ^fter maitimum^ considera- 
tion by both teaching and administrative faculty an4 students. The 
Constitution and By-Lavs provide el plan for "the government of thf College, 
which conforms to the legal requirements of the State University, of New York, 
the policy of the Board of Trustees of the State Uniyfersity of New York, and 
,the iScal College Council, ' and recognize the principle of delegated •> ^ 
responsibility. . • , « ^ , 
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THE CONSTITUTION' OF 



'THE FACULTY OF ' • . 

THE STATE UNIVERSITY COLLEGE OF ARTS AND SCIENCE 
GENESEO , "new YORK 



( Article i: names of the governing bodies of the faculty 



nam^s of the 



The nam^s of -the governing bodies of -the faculty, of the State Uni'versity 
College of Arts and Science at Geneseo^ New York, shall be the Faculty, the 
Standing' Committees of the Faculty, and Faculty Senate, 

ARTICLE II:' PURPOSES AND PCSWERS OF, THE GOVERNING BODIES 

Sdction 1:;^ The Faculty. The faculty shall be the assembly pf the teaching 
and administrative faculty.* It shall be empowered, to ratify constitution|^i 
amendments, to decide matters b;?6ught to it by referend\jm> and to decide- 
matters referred to the faculty- at -large by the President of the College or 
by the P^aculty Senate. ' . . . ' ^ 

SQction 2-: Standing Committee'3 of the Faculty. *The ,,Staniding ^Committees of 
the Faculty shall consist of the committee enumerated in ARTICLE III of this 
Constitution, atod^ the jneraber ship and p'ow^rs. o/ each shall be as described 
therein.^- The Stranding Committees of /the Faculty . shall be responsible to the 
Facultj tJtirough the Executive Committee of the Faculty Senate and through 
-the Faculty Senate. ' ^ ^ ' , - 

Section 3; The Faculty Senate. -The Faculty Senate shall, be «the representat:^ve 
governing body* of the Faculty. It shall be empowered, to recbmiriend policy 
relating to matters ''de^.ling with ^faculty af fjtirs; student affairs",* undergi^aduate 
acaderaiic affairs,- graduate atiaderaic affairs," and ar^ other matter of general 
faculty concern not. coming within tlie pilrview of one of the Standing Committees 
of the Faculty; to discuss a^d express its views on any matter deemed to be 
^of general College or University* interest"; to make recommendations , on any such • 
mat-bers to the President of the College, the €ollege Council, the "University 
Chancellor,' the University ^Board of Trusi^ees /'the University Senate, or any othe 



^tor the purposes of this Constitution the phrase ''jieaching faculty" refers to 
faculty whose primary responsibility lies'witjiin an ^academic department or ' 
division of the College. Excluded froin the teaching f9;culty are those ^chairmen 
and Deans who have 12 month appointments an-d occupy administrative budget lines. 
Th'^ phrase "administrative faeul:t'/"^ refers to faculty, including Student Affairs 
whose primary responsibilities do not lie within an academic department or 
division of the College. ' • * , 



appropriate individual or body; and to organize itself vdth olP^icers elect 
every year chosen from teachin^*^ Faculty member's with ten inonthC,£ontracts ^ 




ARTICLE Hi: J^WTDING COmiTTEES OF THE FACULTY 
Section 1: t]!oininittee on Nominations and Elections 



a. Membership : The membership of the Committee shall consist of 
five members of the teaching Faculty elected by the Faculty. . \ 
Election of membership shall take place e^ch year on or before 

. . October 1 from a slate composed of norain'Sitions by the existing 
Nominations and Elections Committee and from the floor. The - 
five candidates r^-ceiving the highest number of votes cast shall 

\ be elected for a^ one-year 1^erm. The Committee shall elect its 

own Chairman. Re-election of any member shall be possible. 

» ' ■ ■ 

b. Fuxictions : The Committee shall prepare and submit a slate of 
•two or more candidates for each elective office, elective Faculty 
or Faculty Senate Committee position or other .elective position, \ 
including every vthree ye^ars the office of State University 
Senator, at a time- and plac^ designated by the Chairman of the 
Faculty Senate with the adv|t'?:e and consent >f the Executive Committee 
The- Committee shall submi,t/an annual report; of its activities and 
recommendations to the 'Executive Committee^ af the Faculty Senate. 

Section 2_: Committee on Facuity Research ■ * < ' • 

a. Membership : The' memb^t'ship of the Committee shall consist of 
six members of the teaching Faculty appointed by the Faculty 
Chairman with the" advice^ of the Executive Committee and the 
consent of the Faculty Senat-e . No two of the member^ shall be 
from the same department. Three members shall be appointed ^ each 
year for two year terns.- The ^-Committee shall "elect its own 
Chairman from airidng the members of the teaching Faculty, Re- 
appointment of any member shall be posSlb^le* - " • 

b. ' Functions : The functions of the Committee shall loe to , ^ 
encourage faculty research and disseminate research Information; 
N:o request >an;^ receive faculty apjill cat-dons for College funding 
of^ research projects; to'procure budget support for research 
activities that would permit released time for -faculty; to obtain", 
research assistants*, secretarial help, supplies, and equipment; 
and to be advisory to the' Vice President for Academic Affairs iri 

<^ ^ the selection of teaching Faculty who shall receive released 

time and/or funding from College sources. The Committee shall 
submit to the Executive Committee of the Faculty Senate an ^ 
- annual report of its activities and recommendations. 



c. Procedures : All faculty prbposals for C'dllege funding of 
research projects will be forwarded through the Department 
Chairman to the Committee. The Committee, after appropriate 
consultation>-vith the Chairman, outride consultants or such 
oth^i^ persons as it deems appropriate, shail recommend action- 
with respect to such proposals to the President of the College. 
All proceedings shall be confidential, and only approved proposals 

,^ will be publicly 8Mftnounced.\ The Faculty Research Committee 

shall, in its sole aiscretion, allocal^e funds available to it f or *" - 
- distri'^ution for research purposes. 'All procedural guidelines-,^ 
proposal submission dates, award announcement dates, and other 

^ general information shall be published annually. , 

Section 3* Committee on Admissions 

a. Membership : The membership of this 'Committee fehall consist 
of six members of,, the teaching Fa^culty, no two of whom shall be 
from the same department, the Director 'of Admissions or his deputy, 
and three students. The members of ^tlt^s teaching Faculty of tllis 
'Committee shall be appointed ^1 "tl^e "C^aairman of the Faculty Senate, 
with the advice^of the Execiitive Committee and the 'consent of the 
Faculty Senate. Two memTier^ of the teaching Faculty shall be 
appointed each year for a term of office^ of three years. Three 
students shall be appointed by the Undergraduate Student. Government 

" for a specified term of office. '*The Committee shall elect its own 
Chairman from among the meii^bers of the teaching Faculty^l Re- 
appointment of any ^ member sla'all be possible. 

b. Functions : The functions of the Committee shall be to meet at 
the beginning of each academic year to discuss the admissions 

• ' policies of 'the College and to submit to the Executive Committee 
of the Faculty Senate such policy recommendations as it deems - 
appropriate on the basis of experience and anticipated enrollment 
• trends; to participate in meetings with the staf5 of the Office of 
Admissions on a contin\iing basis throughout the year; and to decide 
upon "committee ca^es," i.e. , individual admissions cases where, 
in view of the Director of Admissions, the applicant's credentials 
for a'dmission are marginal. ' The Committee shall submit to the 
Executive Committee of the. Faculty Senate an annual report of its 
activities , and recommendations. 

Secti6n ^: Committee on Academic Standards (fV^ 

a. Membership : The member sh^ of ycie C^mnittee shall consist of 
eight or more members of the teachi^gj'aciilty, no two of whom shall 
be from the same department . The members shall be appointed in 
September by the Chairman of the Faculty Senate with the advice of 
the Executive Committee and the consent of the Faculty Senate; and 
one representative of the Undergraduate Academic Affairs Coinmittee 
to serve as a member of the Committee. The Dean of Instruction, a 
representative of the Vice President for Student Affairs; and a 
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representative of the Director of Admisions shall serve^ as non-voting 
advisors-. -Each member * s ^term shall be ,frpm October T through 
September 30. The Chairman of 'the ' Committee shall be elected by the 
Committee from the membership." In 6rder to ensure continuity, the 
Chairman for*> each succeeding year shall be elcted by the incumbent 
Committee from among its academic members, and who shall be v 
automtiticailly re-appointed. Re-appointment of any member shall be 
possible. 

b. Funetrion-s : The functions of the Committee shall be to -act in an 
advisory capacity to the Vice Fresident for Academic Affairs in all 

-matters dealing with academic standards.. With respect to cases 
involving possible- dismissal- of students for academic reasons as may 
be submitted to the-^.-CcMmittee ^om' time to time, detailed records of 
decisions, voting and reasons TOr dismissal shall not be kept. With- 
respect to such cases, the Committee* shall reach' one of three 

'dec^-sions which shall be forwarded to the Vice President for Academic 
Affairs: (l) student dismisaal; (2) .studejat reinstatement provided 
he meets certain conditions; or iJ) inability to reach a recommendation. 
Th,e Committee ^^hould be advised if any of its decisions are overruled. 



Section ^: Committee on Professional Standards and Ethics 

a. Membership : The membership of the Committee stall consist of twenty 
members of the teaching Faculty appointed by the Chairman of the Faculty 
Senate with the advice of the Executive Committee and the consent of the 
Faculty Senate. The term of office shall be one year. The members - 
appointed to the Committee shall be selected on th^ basis of academic 
experience and shall be representative of all professional ranks. 

b. Fmctions : When cases involving alleged misconduct or incompetence 
in thq per£ermance of the teaching responsibilities of a member of the 
teachlng'p^culW arise-, a panel of five members of the Committee shall 
be\selected. Tie Chairman of the Faculty Senate shall appoint three of 
the "members andj^shall designate one of the three to serve as Chairman. 
The remaining two members of the panel -shall be selected by lot from 
among the remaining miembers of the Committee'. Allegations may be brought 
against a faculty member on account of alleged 'miscondut or incompetence 
in the performance of his teaching responsibi-lities by a student, a 
member of the teaching Faculty, or an administrator, and shall be heard 
by xhe pa^el, provided the, procedures as hereinafter provided are adhered 
to/ ' - . ^ " 

9 ' ■ * , 

\ i 

' Procedures : The procedures of this Committee shall be approved by the 
Faculty Senate, and shall b^published annually. " . . s 

Committee on Faculty Personnel 

imbershlp : ' - 
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Five^inembers , elected at large. ' / ^' 

Each m^ber must have continuing appointment and:' hoM the rank of 
Proffesso^ on the teaching Faculty. 
No Committee member may be a Department Chairman. 
The Committee Chairman shal") be elected by the Committed members. 

^ U - - ^ \- \ 
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b . Selection of Cqpnittee Members : 
■ ^ \ ^> 

1. The Committee on Nomlnationa and Elections shall re^cep/e two at- 
: large nominations from each departmentr, from t^ie S|6hool of Library 

and Informatior. Science, from the Divisior*i of ES^ational Studies , 
Ind frosr: the Holcomb Campus School- At least one of these nomina- 
tions *muGt be a qualified candidate from outside the department, 
division, or school. These nominations shall represent each 
departmu^nt ' s estimate of the two faculty members on this cajnpus- 
meeting the conditions set forth' in "a" who are best qualified 
to make recommendations on matters of promotion,' continuing 
epppintment, and renewal of term appointment. 

2. Only the names of the six faculty members receiving the" ma^t ^ 
nominations will be placed^on a ballot-, no more than one nominee 
shai; be from a single department. The required number of new 
members receiving the m.ost votes in an election at-large shall 
serve on the Faculty Personnel Committee. Quorum requirements 
specified in the Constitution shall be in effect^ If any elected 
member declines Committee service, he shall be replaced by the 

- nominee standing next ixi the balloting. 

3. The three Coirmiittee members receiving the most votes in the first \ 
election shall serve a two-year term. The remaining miembers shall \ j 
serve -a one-year term. All terms thereafter shall be, for two years./ ^ 
Committee members who resign during their term of office shall be 
replaced by nominees who in the previous election stood next highest 
in^the balloting. Terms of appointment shall begin on Septem^r 1 
and end on August 31 . . ' ' . ' 

U. The first Committee shall begin its term in the Fall of 1973-. ^ ' 
Subsequent Committees shall be selected in the Fall semester of eaci^' 
■ academic year. ' ^ / 

c . Functions and Responsibilities : 



\ 



The Committee shall act on: 

a. All cases when a Department Chairman and/or Committee- have 
recommended a member of the teaching Faculty for" promotion and/or 
continuing appointment. , ^ ' ^ . 

b. Any case in which an indisV'idual Faculty member (in his own case^ , 
a'oepartment Chairman, or a -Department Committee asks In writing for 
the Committee »s review and recoramend^ation regarding promotion, ■ 
continuing -appointment , or renewal o*- term appointment. 

In all cases under review, the Committee will require access to 
materials submitted in support o'f a recommendation for promotion, 
continuing appointment, or renewal of term appointment. The 
materials'shall include a personal data sheet prepared by the 
candidate in support of his/her case. The Committee shall consider 
only material which* has- been made available to the Vice President 
for Ac9.demic Affairs, and which has been released Xn writing to the 
committee by the candidate. Material in support of promotion, 
continuing appointment, and renewal of appointment should be 
submitted to the Committee' within two two weeks after recommendations 
from th^ established channels are received in the Office of the 
Vice, President for Academic Affairs. 
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3. The Vice President for Academic Affairs and the Committee should 
meet prior to recommendations being fo.rvarded to , the President. 

h. After receiving a candidate ^s data and consulting with the Vice 
President for Academic Affairs, the Committee shall submit its 
vrritten recommendations simultaneously to the President., the Vice 
President for Academic Affairs, the Department Chairmart and the 
Department Committee, and to the candidate under review. 

5. A quorum of the Committee shall consist of four members. In the 
event of a tie vote, five votes will be required. 



THE FACULTY SENATE 

ARTICLE IV: MElfflERSHIP 

Section The Faculty Senate shall be com^)osed of 85 to 100 members as 
described bqlow. When the membership drops below 85 or rises above 100, 
the Executive Coimnittee or an ad hoc committee appointed by the Executive 
Committee .shall recommend a revision of the formiola for determining 
membership in Section T? Part b. This revision must be approved by the-^ 
Faculty Senate . . ^ ^ I 

Section 2: The duly elected representative of the Faculty to 'the State ^ 
University Senate shall be a Senator by reason of his office. '-'^^ * 

vf ' ■ r 

Section 3: The officers of the Faculty Senate shall be members of the- 
Faculty Senate by reason of office. 



Section i^: The President of the Col^l^ege, the. Vice President for Academic 
Affairs, the Vice President for StudeM Affairs, and the Dean fc^r^ Graduate 
Studies shall be members of the Faculty^^Senatfe by reason of thei¥ office^. . 

Section 5^: The administrative Faculty sha^lbe represented in the Faculty - 
Senate by eight Senators who shall be electeS^'Tpl^.. secret '^Wllot of thg 
administrative Faculty for two-year terms.-. Ori%--Wlf of>tfie administi^ativ^ 
Faculty Senators shall be elected" each year. V 

Section 6; Seventeen representatives of J me student "body shs:^l be memfeers 
of the Faculty Senate and shall enj oy^ full | par 1 i ainerit ary i;ights within 
the Faculty Senate. Three of the student Representatives shall be graduate 
students and shall be selected by the GradU'^e Student Government. 
Fourteen shall be undergraduate 'students and shall be selected in a manner 
established by the Central Coim'cil (or whatever alternate student government 
apparatus is established). 

, \ , ' ■ . ■ I. 

Section X- teaching Faculty of the College shall be represented on i^e 

following basis: 

a! There shall be sixteen Senators elected at large by secret ^ /. 
ballot.^ eight of whom shall be elected from members of the 
teaching^. Faculty who shall have completed more than six years j 
professional employment at the College and elj|ht of whom shall 



be elected from the members ot the teaching Faculty who shall 
have completed from one to six yeara^ of professional employment 
at the College. One-half of Faculty Senators in each category 
shall be elected every year. In each annual election , 'which 
shall take place prior to the end of the Spring Term^ the four 
candidates for each category receiving the highest number of *^ ' 
votes cast by the Faculty shall serve two-year terms. Each 
Faculty Senator shall be eligible for re-election. 

b. Each College Departmer^t (inclu(iing the Campus School and the 
School of Library and Information Science as departments) shall 
be represented in the Faculty Senate according to the following 
formula: Deparfments with one to ten voting members shall be . 
entitled to one Faculty Senator, Departments with eleven to 
twenty vpting members shall be entitledto two Faculty Senators, 
Departments with twenty-one or more voting members shall be 
•entiitled to three Faculty, Senators. Each Departmental Faculty 
Senator ^shall have a two|year tem^and shall be elected by his 
department prior t'o the e'nd of the Spring Term. 

Section .8^: Each Faculty Senator (including student representatives) 
shall normally have one,, but not more than one. Faculty Senate Standing 
Committee assignment. Any Faculty Senator who also is a member of a 
Standing ^tommittee of the^Faculty may 'request not to serve as a member 
of a Standing Committee of ■ the Faculty Senate .^^ 

• ■ ' i 

^ 4 - '^^^ ABTICLE V: OFFICERS 

Secti^ 1^: "fh^'officers^i of the Faculty shall be the C5:iairn^a|i, the lice 
Chairman, the Secretaryl and the Treasurer '.^^ They shall' also^ serve in 
th^se capacfties for the' Faculty Senate,. - \ , V^ 

• Section .2: The ^^d^etary and Treasurer shall be^,elected as apecified 
in SectiSi kfto ^^rv# otte-year tet-ms. ' 'pixpse tenfe shall expire.^on 
^j^ay'31. '4^ va.oBpcy In etilljer of , thea^^^f f ices . shill be filled "by 
'I'ppoiia^ment' b2^' tjfe Ch6|rman tr^h tte aoh of the Executive 'Commit'tee 
Re.'^e^ct|pri is permissible. j-^,^ - , . ■ ' 

The "^erm of ^office of tBe'^ei^irman'shali||^ on' Kay 31, unless the 
^ncl^bfent shall have belome Chkii^pXk.kfte^^^^^^ Spring 
Selae^ter of that /yeari,. f n which case\it wiH^^exp'lre oip the May 31 
following. AnyV%ican6y in the^of fice'^f Chairman, whether at the 
exp%ltian.,cOf ■■• the terrk of office' or atS^ny o^'ker time shall \e filled 
immediat^jl: by the iricumb<5nt ¥4 ce Chairman. ^ 

knyf mcRucy in^^^he of/^^^ of Vi^ Chai4pan shair be 'filled b:^ election 
as'"' specified in SectiorfeJ^. - / ' ' , ^ ' \ . - 

Sectiom ^: Th^ . University Sena.t>Dr elected a% in '^Section shall be 
consideJfed an officer of th% Faculty and representative officer to the 



Faculty Senate. The Alternate UMversity Senator -shall be the person^ 
receiving .^he second highest niamfeer of votes. The term of office, foi;!?'' 
the University Senator and the Alternate shall be thr^e years and shall 
expire on'" May 31, vith re-elect iorii possibl^ • The: Alternate University 
Senator shall act in the absence of the Urii'versity Senator only on 
inktters described in ARTICLE VI, Section 5. of this Constitution, Any , 
^ivacancy in the office of Uhiversity Senator shall be filled immediately' 
by tb^ Alternate, An^ vacancy in the office of Alternate shall be 
filled*' by electipn as Un Section ^4, 

Section h: Election to t'he offices ag'vSPecified in Sections 1,^2, and 
3 shall be by secret ballot by"the highest number of vofes cast ^Sy fcfceA 
Faculty from a slate prepared by the Comiidttee on Nominations and ' /■ 
Elections. Elections shall be held not iater. than May 1 for yacancies 
occurring through expiration of term of office. Elections to fill ■ 
vacancies occurring at other times shall be held vithin the first two 
•weeks that the Colleges is^- in session following the occurrence of the 
vacancy. ^ 



ARTICLE VI : DUTIES OF OFFICERS 

Section 1^: ^ The Chairman. The Chairman of the Fac\4ty Senate shall 
preside at all meetings of the Faculty Senate, all meetings of the 
Executive Committee, and all general Faculty meetings not called by 
the President of the College, He shall prepare and circulate agenda 
for meetings. He shall- circulate agenda of Faculty Senate meetings to • 
the Faculty prior to all meetings of the Faculty Senate, He shall 
represent the Faculty at appropriate College functions. The Chairman' 
of Standing Committees shall be appointed by the Faculty Chairman with 
the advice of the officers and the consent of the Senate, and shall be 
members of the Teaching Faculty, He shall appoirit , with the advice of 
the Executive Committee and the consent of 'the Senate, members of the 
teaching Faculty to the Academic Standards Committee, the Admissions 
Committee, the Research Coftnnittee, the Professional Standards and Ethics 
Committee, and the Academic Services Committee. He shall be responsible 
for the publication of the procedures of the Standing Committees of the 
Faculty and of the Faculty Senate-. 

Section 2 ; The Vice Chairman,, The Vice Chairman shall, in the absence 
of the Chairman, preside at meetings of the Facutt^/" Senate, the 
Executive Committee, and the Faculty, and represent the Faculty at 
appropriate College, functions. He shall assume responsibility for the 
establi-shment and maintenance of a full and permanent record of all 
policies established by the Faculty Senate, He shall assume responsi- , 
bility for all duties delegated to him by the Chairman. 

SectioQ 3: The Secretary, The Secretary shall take the minutes of the 
Exetju^ive" Committee of the Faculty Senate, of the Faculty Senate, and of 
those general Faculty meetings at which the Chairman presides. The 
Secretary must publish the full fninutes and distribute them to the 
entire Faculty promptly. 



Cectlcn The Treasurer. The Ireasurer shall be accountable for the 
receipt and distribution of all iihe funds of the Faculty and shall n-ubmit 
an annual vritten report to the nembership of the Faculty Senate shoving 
ali receipts and expenditures oT the academic year, June 1 to May ^l^s 
The. current Treasurer* r>hall present to the Faculty a sijininary of receipts 
and expenditures in writing prior to the submission of the following ykar'a 
budget, and such report shall date from last accounting of funds to tl^e 
Faculty. A voucher . system shall be used with the Chairman or Vice Chairman 
Signing vouchers for expenditures over '$100. ExpenditureJs of over $100 
shall also require a majority vote of the Senators present at a .Faculty 
Senate meeting. 

Section 5: The University Senator. The University Senator or his Alternate 
shall represent the Faculty at all meetings' of the University Senate and 
shall serve as the spokesman for the views of the local Faculty in all 
University Senate meetings. The University Senator or his Alternate shall 
keep the Facu]_ty infonned as to all business of the University Senate and 
shall report ' regularly on proposed items or resolutions before the 
Univernity Senate. 

Section 6:' The Officers of the Faculty Senate shall not serve as Chairmen 
or :nembe7s of the Standing Committees of the Faculty Senate. 

ARTICLE VII: MEMBERSHIP OF THE EXECUTIVE COMMITTEE 

The membership'.of the Executive Committee of the Faculty Senate shall be 
comprised of the following: 

Section 1: The Chairman, the Vice Chairman, the Secretary, and the 
Treasurer. 

Section* 2_: The Chairmen of the Standing Committees of the Senate. 

Section 3^: Two members of the administrative Faculty appointed to the 
Executive Committee by the President of the College from the roster of 
Administrative Faculty Senators. 

Sectio n hy The University Senator. ' 

■ ARTICLE VIII: DUTIES OF THE EXECUTIVE COMMITTEE 

Section 1: The Executive Committee shall receive all reports of all 
Faculty s'enate Committees . and must include such reports on the ^ agenda - 
of business to come before the Faculty Senate. 

Section 2: The Executive Committee shall apportion the business of the 
Faculty Senate to the appropriate Standing Committees of the Faculty 
Senate . 
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Section 3;: The Executive Committee shall appoint ad hoc committees from 
the total Faculty as the need may arise for consideration - of matters not^ 
appropriate to the Standing Cotnmittees of the Faculty Senate. 

Section h ; Th^ Executive Committee, on the recommendation of the Treasurer, 
shall submit to the Faculty Senate a budget estimate for general faculty 
functions and shall recommend voluntary remittances for the enusing year, 
Ji^ 1 to May 31 . t» 

Section 5.: The Executive Committee, when a special meeting is consistent 
vlth the purposes of the Faculty Senate, shall call special meetings of the 
Faculty Senate pursuant to a ^majority vote of the Executive Committee, or 
a petition of 10% of the Faculty Senate or 10^ of the total Faculty. 

* 

Section 6: The Executive Committee^ through its members vho are Chailrmen 
of the Standing Committees of the Faculty Senate, shall receive reports of 
Faculty Senate Conlhiittee activities and conduct a continuing review of 
Committee work. 

Section T: The Executive Cobmlittee, through the Chairman of the Faculty 
Sefiate , shall receive reports of the activi1:ies of the Standing Committees 
of the Faculty and shall conduct a continuing review of the work of the 
• Faculty Committees. ' • " 

Section 8: The Executive Committee shall advise the Faculty Chairman on 
Nominees to fill vacancies in the roster of at .lar:ge teaching Faculty 
Senators, elected members of the Standing Committees of the Faculty, Secretary, 
*and Treasurer, and appointed members of the Standing Committees of the Faculty. 
Nominations to fill such vacancies shall be submitted to the Faculty Senate 
for its approval. The appointees shall serve the remainder of the specific 
term of office. 

Section 9: The Executive Committee, by a majority vote of itsMnembers, shall 
hdve the authority to hold a referendum on any matt-er of concprn to the 
' Faculty Senate or general Faculty. The referendum shall be an expression of 
Faculty opinion and shall not. bind the Faculty Senate or the Faulty to the 
expressed opinion.^ 

Section 10 : The Executive Committee shall be consulted by the President of ^ 
the College or. other appropriate administrative officer on all administrative 
appointments above the level of Assistant Dean. This consultation shall occur 
prior Xo the appointment of an^iiidividual to fill the position. 

ARTICLE IX: STANDING COMMITTEES OF THE SENATE 

Section Iz Committee on Undergraduate Academic Affairs 

a. Membership : The membership of the Committee shall include at 
least sixteen Faculty Senators; of this total at least three 
administrative Faculty Senators shall be appointed by the 
President of the College and at least thirteen teaching Faculty 
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Senators shall be appointed by the Faculty Chairman, in corjsulta- 
tion with the officers of the Faculty. Six of the undergraduate 
student Senators shall be appointed by the Chairraen of the 
Central Council to serve as voting members- of the Coimnittee. The 
Chairman shall be named by the Faculty Chairman from among^the 
teaching Faculty members of the Committee. . The term of offi^ce for 
.the Chairman and Committee members shall be one year. Re -appointment . 
of the Chairman and' members of the^ Committee shall be possible. 

b. Functions The functions of the Committee shall be to transmit 
to the .Executive Committee of the Faculty Senate its recommendations , 
relating to undergraduate curricula, academic policies and standards. 
The Chairman shall meet ivith the Chairman of the Graduate Academic 
Affairs Committee to consider every recommendation affecting both 
1rhe graduate and undergraduate curricula, policies and standards of the 
College. I At the request of either Chairman, a joint meeting of the 
two Committees shall be convened and "chaired by the Chairman of the 
Committed requesting the Joint meeting. Recommendations approved at ^ 
the Joint meeting of the two Committees shall be referred to the 
Executive Committee. 

Section 2: Committee on Graduate Academic Affairs 

a. Membership : The membership of the Committee shal^ include at least 
thirteen Faculty Senators; of this total, at least two administrative • 

- Faculty Senators shall be appointed by the President of the Coildge 
and at least eleven" teaching Faculty. -Senators shall be appointed by 
the Faculty Chairman, irf consultation with the officers of the Faculty. 
Two graduate student Senators shall be appointed by the Graduate Student 
Government to serve as voting members of the Committee. The Chairman:^., 
shall b9 named by the Faculty Chairman from among the teachijig Faculty 
members of the Committee. The Chairman and all teaching Fagi^lty . 
members of the Committee shall possess earned doctor's degr^fes ahd/or 
shall normally teadh graduate courses. The term of office for the 
Chairman and Committee members shall be one year. Re-apppintment of the 
Chairman and members of the Committee shall be possible. ^ 

b. Functions : The functions of the Committee shall be to transmit to 
the Executive Committee of the Faculty Senate its recoitmiendations 

^ relating to graduate curricula, academic policies and ||.andards. The 
Chairman shall meet with the Chairman of ' the Undergraduate Academic''' 
Affairs Committee to consider every recommendation affecting both the 
undergraduate and graduate curricula, policies and stan4|rds of the 
Collepe. At the request of either Chairman, a Joint meeting of the two 
Committees shall be convened and chaired by the Chairman §f the ^, 
Committee requesting the Joint , meeting. Recommendations ^approved at 
the Joint meeting of the two Committees shall be referre* to the 
-^Executive Committee. 
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Section 3: -Coimnittee on Student Affairs 

a. Membership. ; The membership of the Conmittee shall include at least 
thirteen Faculty Senators; of this total, at least two adininictrativf} 
Faculty Senators shall be appointed by the^ President of the College and 
at least eleven teaching Faculty Senatprs shall be appointed by. the 
Faculty Chairman, in consultation with the officers of the Faculty. The 
> Chairman shall be named by the Faculty Chairman from among the teaching 
Faculty members' of the Committee. The term of office for the Chairman 
and Committee members shall be one year. Re-^appointment of the Chairman 
and members of the Committee shall be possible. 

.b; Functions : To consult with students on problems relating to faculty- 
•student relationships, viewed broadly as problems of concern to the 
Campus Community, to work with other student committees on matters which 
affect faculty and students and which overlap the boundaries between the 
specific responsibilities of the^ Student Affairs and other Committees, and 
to recommend to the. Executive Committee of Senate such policies as it may 
consider advisable. The Chairman shalL meet with the Chairman of tjie 
Faculty Affairs Committee to consider recommendations affecting both 
" Faculty Affairs and -Student Affairs. To assist in the resolution of any 
type of student complaint and, in particular, to serve as a source of 
Informal: ion, consultation^ and mediation for students such that, in many 
erases formal grievance procedures need not be initiated. At the request 
of either Chairman, a joint meeting of the two Committees shall be 
convened? and chaired by the Chairman of the Committee requesting the joint 
meeting. Recommendations approved at the joint meeting of the two 

doramittees shall be '^^ref erred to the Executive Committee. 

if-'' . '' 

h 

Sgction % Committee on Faculty Affairs . 

a. Membership : The membership* of the Committee shall include at least 
thirteen Faculty Senators; of €his total, at least two administrative 
Faculty Senators shall be appointed by. the President of the College and 
at least eleven teaching Faculty Senators shall be appointed by the ^ 
Faculty Chairman in consultation with the officers of the Faculty. Two 
of the undergraduate s?tident Senators shall be appointed by the Chairman 
of Central Counicill to serve as voting members of the Committee. The 
Chairman shall be named by the Fa(Z^ulty Chairman from among the teaching • 
Faculty members of the Committee. The term of office for the Chairman 
and Committee members shall be one year. Re-appointment' of the Chairman 
and members of the Committee shall be possible. 

b. Functions : Tc| recommend to the Executive Committee of the Faculty 
Senate general policy relating to the professional affairs of -the faculty; 
general policy on criteria '.for promotion and tenure of teaching Faculty. 
The Chairman^ .shall meet with the Chairman of the Student Affairs Committee 
to consider recommendations affecting both Student Affairs and Fac€2.ty 
AiCfairs. At the request of either Chairman, a Joint meeting of the two 
Committees shall be convened and^ chaired by the Chairman of the Committee 
requesting the joint meeting. j^coTiimendations approved at the joint 
meetijig of the two Committees sKall be referred to the Executive Committee 
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Section 5^: Coramittee on Budget 

a. Membership : The membership of the Coimittee shall include at least 
thirteen Faculty Senators; of this total, at "least two administrative 
Faculty Senators shall be appointed by the President of the College and 
at least eleven teaching Faculty Senators shall be appointed by the 
Faculty Chairman in consultation with the officers of the Faculty. The 
Chairman shall be named by the Faculty Chairman from among the teaching 
Faculty members of the Committee. The term of office f or ^th^ Chairman 
and Committee members shall be one year. Re.-appointment of the Chairman 
and members of, the C'oramittee shall be possible. 



/b. Functions : To conduct a continuing study of the tollege budget; to 
^ maintain liaison for suggestions on budgetary affairs from the Fapulljy- 
to the Administrative Officers responsible for the College budget The 
Chairman of the Committee shall represent the Faculty at the b,udget 
hearings in Albany- _ 

ARTICLE X: MEETINGS ^ 

Section 1: Regular meetings of the Executive Committee shall be scheduled 
by the Chairman of the Faculty Senate every week during the academic year 
from September to June' while the College, is in session. 

Section 2: Regular meetings^f the Faculty Senate shall be scheduled by the 
Chairman of the Faculty Senate with the advice and consent of the Executive 
Committee at least once each month from September to June, 

Section 3_- Special meetings of the Facul^ty Senate or Of the Faculty, when 
such a meeting is consistent with the purpo&es of the Faculty or of the 
Senate or is petitioned by 10% of the Senate or of the total Faculty, shall 
be called by the Chairman of the Faculty Senate with the majority vote of 
the Executive Committee, . * 

Section k: Meetings of the Faculty may be called by the President of the 
College at his discretion. , % 

Section 5: Meetings of the Executive CcStamit^tee, Faculty, Faculty Senate, 
Facul'^y Senate Committees, and Faculty Committees shall be open to the 
' Faculty, administration, support staff, and students unless declared 
executive sessions by majority vote of the respective bodies. 

ARTICLE XI : CHANGES IN BY-LAWS 

' Section 1: Proposals for additions or changes in the By-Laws of the 
Constitution of the Faculty shall be submitted in writing to^'the Chairman 
of the Faculty Senate and must be supported by a majority vote of the 
Executive Committee or by pet it ion of 10^ of the total Faculty. After 
receiving such proposals, the Chairman of the Faculty Senate shall promptly 
present them, to the Faculty for its consideration and vote. 
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^ectioiii^ 2t Revisions .and additiens to the By-Lavs ofVthe Constitution of 
the Facul^^y shall be enacted by* a majority vote of the members of the total 
ypting Faculty vho shall havQ voted, subject to qv^rxmi reqtiirements in 
.ARTICLE III, Section .3rof .the By-Lavs of the- Constitution^ of the Faculty. 
Voting shall occur no -sppner thaji one «)nonth folloving the original 
preaentatlon bf. the pj^oposAls to 'the Faculty by tBe Chainnan of the Faculty 
.Senate. Upon enacttent , , prpposals shall be incorporated in the By-Lavs /of . 
thse Faculty Cons-bi tut ion , and be'co|ne immediately effective."* " - . . «^ 

A referendum -on the interpretation, of ftny, provision of the Const itutioti of 
the Faculty ' and/or By- Lavs may be cklled fbr b,y majority ^ote.of "the 
Executive C(^mmittee or by a petition frdhi "10^ of the members Qf the\ Faculty, ^ 
A' referendum calling fpr reversal of'a Senate-'decision may be called foi* by-^ 
a majori'ty vote of -yae E3«ecutive Committee or by a. peti1:idn frdm^lO^ of 
the Faculty. .A vote op. any*' refe5*endum may be taken no sooner than one irionth' 
folloving the 'original-' presentation to the tptal Faculty." A referendum is 
passed vhen it is approved by a'majority .vote .of the members of the tot'al 
voting Faculty vho shall have voted, subject^ to (quorum requirements imposed 
by ARTICLE . Hi, Section 3 of the By-Lavs of this Constitution" of; the Faculty, 



ARTICLE XI I-: ^ AMENDMEIJTS ^ . ' ' . ^ " ^ 

SectXpn 1: Pfbposals for amendment of the Constitution ©f the Faculty may be 
made ^ Mytimevby an ad lioc 'or 'otfier Committee 9,pp#dnted by the Ex'ecutive 
Cormnitt'feeY^ p-urpose of proposirig amendments to the Constitution. Such, 

proposed s^en^ents nee& only "be acqep-b^d^by the Exeaui^ive Committee before 
nted to the' Fiaculty. 'They shall, be' voted' on by th^ Faculty one. 
the original presentation. ^ " ^ . ^ . . . 



being^^pre 
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Section 2; \Propo*sal© for amendni^nt mfay'be submitted in yriting to the '' 
.Cljaiman of Vhfe l^aculty Senate by any member of ."Ehe Faculty, provided the 
proposal Is ^pported l3y .petition© of ^ 10^ of t^' Faculty. The Chairman *oT 
-^Vthe .Faculty Senate shall submit' proposals to the vote of the Faculty ^at a 
time and. plac^ determined by him, vith- the advice of the Executive Committee 
and consent ofHbe Faculty Senate, "but no -leooner than one month after, the 
.'original presentation .of proposals to the Faculty. / „^ ^ 

Section 3,: - Enactment' of amendments to the Constltiqn shall require a majority 
vot^ of the.miembArs of the Fac'iiity vho shall have voted, subject to quorum 
r equir erne nifs^ imposed by ARTICLE II];, Section 3 of -^the By-Lavs of the 
■ Codstitution of th^e 5lac„ulty. Ei|iactment of amendments may be by^ a mailbooc 
b^illot or by vote of the Faculty at a Faculty meeting.' If a mailbox ballot 
is used, it must be preceded by an announced open hearing for the purpose of 
^.iscu'ssioi^ of the proposed amendmentb.. The Secretary's report of this 
hearinrg shall be distributed to .the FacMty prior to vgting. ^, ^ 



BY-LAWS OF , 
•FlfE CONSTJTU^riO'N OF 
THE P'ACUm OF..- 
Si'ATE UlftVER^ITY COLLEGE . , 

GEmSEO/elJEW YORK V ^ 



- • * ARTICLE. I : ELECTION ^ 

Section 1:* Elective Officers ' ^ 

^ . 9 

a. Eligibility of Members 

1. Meiribers of tYie teaching Facility 'shall be eligiblg for 
electibn to an elective office of the Faculty Senate. 

2. ' Achiunintrative Faculty are not eligible for election to 

an elective office,'' rior for election as University 
* Senator nor for election as Chaiml^n of any of the 

Standing Committees of the Faculty or Standing Committees 
of the Senate . '„ 

b. Vacancies . . *" 



1. Vacancies occurring in t,he Senate departmental membership 
shall bQ filled by elecMon from the department in which 
the vacancy .occurred,. \ " 

. 2. A vacancy occurring iri the adk^nistrative Faculty Senate 
W^.'-. membership shall be" filled by a'ppointment by th^ ^ 

President of the Coll<fege./ v« ; ' • 

3. All vacancies in the' Senator-at-Large membership shall 

be filled by appointment by fhe Executive Committee with 
' . approval by the Faculty Senate'. The appointee shall 
* serve the r^emainder of the academic year. 

Section 2: Elective Procedures ^ ^ . • 

a. Presentation of the Sl^e of Officers, 



1. One month before the " annual ele^ion, theji Committee on 
Nominations and Elections shall present /U slate of 
nominees for ^Chairman, Secretary ^ Jind Treasurer. , 

The CoramitteeJHtl also prepare a slate of nominees for 
Senatars-at-I^^.at the designated time requested by the 
ExecutS^Ve Cormnittee. -->..^ 
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2. The Chairman of the Faculty Senate shall call a general 
/ " meetihg of . the Facxilty at whicb time the report^ of the 
*' ' ■ Kominatihg Committee shall be presented; a nominee must 

~ ■ have conseia-t^e'd to run for of/ice before^-^his name is added 
to the- slate , * \ 

3. ^ 'The slate of officers shall be published in^he Faculty 

• • Senate by the Secretary of- the Senate at least two'weeks 

bef ore "the annual election.' ' • ' 1 

b . ■ Time of Election ^ , ' . , 

•1.^ General elections shall take place annually, no later 
.than ^^^J^ 1.^ . " 

* << ' 

2. The time of election shall be determined by the. Chairman 
of the Faculty in concurrence vith- applicable provisions 
of the Constitution and the, By-Laws of the Faculty. 

(T. Balloting 

1. Voting in elect io];;L:s Bhall be by secret ballot. 

2. The preparation and distribution of 'the ballots shall 
be the responsibility of ^e Chairman of the^ Faculty 
Senate. 

3. The procedure of cQ'iHvElJ3;g ballots and announcing the 
results of the elections shall be determined by the 
Executive Committee of the Faculty Senate, in "accordance 
\d.th accepted parliam>entary procedure.^ 

Section^ Tak;J.ng Office • 

A member officially elected to office shall* take ^pff ice on the Jiine 1^- 
immediately following his election. " JV meeting of the incoming Facult;^ 
Seng^te shall be held, prior to June- 1, at which time ^Committee, assign- 
ments of Senators shall be confirmed for the 'coming year. 

Section h: Election of Senators . ^ 

a. *^ Sehators-at-large shall be electedliot later than May 1 by 
secret ballot by a simple majority of those eligible and voting 
according tb the quorum req^uireinents of ARTICLE III, Section 3 of 
the By-Lawp of the Cpnstitu-^ion of the Facility. 

b. Senators representing Departments shall .be elected by 'a 
method selected by thfe department. This -lection shall takey 
place after the election [of at-large 'Senators^ end not later than 
May 15. ^ - ' \ ^ •' 

^ l6 - 

153' ■ ' ■ 



ARTICLE II: APPOINTMENTS 



Section 1: The Recording Secretary shall take . minutes of the Faculty 
Senate meetings and general Faculty -meetings and give a transcript of 
the minutes to the. Secretary of the Senate. 



-^ARTICE III: QUORUM 

Section 1^: Th'e quorum requirement for voting in the Faculty Senate 
shall be a majority of the -Faculty Senate membership. 

Section 2: The quorum requirement for voting in the Ex^etitive Committee 
shall be tvo-thirds of the Committee membership. 




Section 3: Th-e quorum requirement for the Faculty voting shall be 
one-third of the Faculty niembershdp. This quorum requirement shall 
apply to matters pertaining to the Faculty budget; consitutional or 
'by-lav amendments; election of officers of the Faculty i University 
Senator, and S enat or s-at-^ large ; and referenda. 



ARTICLE jy: CONDUCT OF BUSINESS .,. ^ * 

Section 1: The /business of the Senate shall be conducted in. 
„ accordance vithj the provisions of the Constitution and By-Laws of the 
Faculty. „ . ^ • 

t> 

Section 2: All conduct of business in the Faculty Senate, not otherwise 
provided for in the Constitution and By-Laws of the Faculty, shall be in 
accordance with Rules of Order , Revised by Roberts. . " ^ 

Section 3,:. The Chairman of the Executive Committee of the Faculty Senate 
shall appoint a qualified member of the Faculty Senate to act as 
Parliamentarian. ' . 

Section ki Any vote in the Faculty Senate, or in the Standing Committees 
ot. the Faculty or the Faculty Senate, shall be by secret ballot ^if 
requested by at least one member. 

Section "5^; In cases' of necessity, the Standing Committees of the 
Faculty qr the Faculty Senate shall have tbe authority to meet^ during 
the months .of June, July and August and shall recommend any necessary 
policy. ' Aiiy policy so recommended by a Standing Committee of the ♦ 
• 'Sena1>e.or of the"^ Faculty shall not become effective until it receives 
approval by the Faculty Senate. 
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ARTICLE V: RMOVAL 



Section 1^: The elected officers of the Faculty can be removed for , 
cause upon a two-thirds majority in an open ballot vote of the. Faculty 
^Senate. -Vote for removal shall take place only after -specific charges 
in writing have been given to the Officer .charged and that Officer has 
been riven an opportunity to make a defense. A vote for removal may be 
reversed by a majority vote of the Faculty, 




155 



~ 18 ~ 



RULES CONCERNING THE SENATE 



Place and Time of Meetings 

The Chairman of the Faculty shall decide the time and place for meetings 
of the Senate. 

Attendance ' ^ 

1 Attendance vill be 'taken at' all Senate meetings by the Sergeant at 
Arms. ^- 

2. Senators shall not send substitii-^s to the Senate. 
Voting _ . * 

1. All« Senators, Officers, aj:\d student members of the Senate present 
at Senate meetings may vote. ' The Chairman of the Senate may 
reserve the casting of his irote until the announcements of the 
results, at which time, he^may vote in order to break or create 

a yfcie » « ' 

2. The Senate 'shall pass its normal business by majority .vote . A. 
"majority vote^* " means a majority of those votes cast, not of 

i those present, ^ ' 

* \ ' - 

^ ' \ 

CQii}ifiU|iication 

The mover of a Iresolution or substantive motion in the Senate 

:;opy in writing to the Secretary to be read at the 



shall sulpmit 
time of the vot 



Matters cohsidefed to be of a confidential nature will be included 
in the official minutes but, at the discretion of the Chairman and 
Secretary, m^y be deleted from the published minutes. ^ 



Transmittal to th^ Administration ] 
— — — , — . _ ■ — 

1. All motions pas$ed by the Senate that propose to clarify, establish, 
or change college policies must be transmitted to the appropriate 
administrative officer. A -copy of such motions shall be sent to the 
Office of the College President.- 

?. The above communication shall be done in writing by the Chairman of 
the Faculty, ordinarily within four days after the action. 

Su bmission of Business to the Senate 

^ *' ' ■ ^ - 

1. To insure more adequate consideration, business vill be considered 
in the Executive Committee or in the Standing Committees before 
being placed before the Senate. . 

2 . Item-a of business s hould be submitted t® the Chairman o£ the 
Faculty in writ ing'^hree days prior to the Senate meeting. 

3. Matters of importance should -be delivered to the d'esk of the 
Chairman of the Faculty in person or through a colleague. 
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l4..; The u::ual order (j? business for a parliamentary group vill be used. 

5. . riey Items of business .-will appear on the Senate Agenda in the order 

received. However, the Chairman, with the consent of the Senate,, 
ma/' create an order of business according to the relevancy of the 
subjects. 

6. Motions to consider iteraB not on the agenda should be restricted 
to emergencies. 

The agenda should be appropriately announced. 

In case of an emergency demanding immediate action by^the President 
of the College, business may move directly to a. Standing Committee 
or to the Executive Committee for its opinion. 



RULES CONCERNING THE COMMITTEES 
Place and Time of Meetings 

1. The Chairman of the Faculty shall decide the time and place Tor 
meetings of the Executive Committee. 

2. Chairmen of Standing Committees will ball their meetings at a time 
and place most convenient for the members of the Committee. 

Attendance " - ■ 

1. The minutes of the Executive Committee and the Standing Committees 
will carry .the names of those who are present. 

2. Senators shall not send substitutes to Standing Committee meetings. 

3. A Chairman of a Standing Committee, if unable to attend a meeting 
of the Executive Committee, may send; a Committee member to 
represent the . Committee at an Executive Committee meeting. He may 
also appoint a Chairman for his Comi(iittee when he is unable. to 
attend. 

I4. An administrative representative to the Executive Committee may 

send an Administrative Senator as a substitute. 
5. The attendance of a simply majority shall be be required for acting 

upon business. 

Initiation of Business • ' 

1. Any Faculty member, as defined in the Senate University Personnel 
Pplicies, may refer a matter to a Senator or to the Chairman of the 
Faculty. The T.^nator may refer the matter in writing to> the 
Chairman of the Faculty for assignment to the appropriate Committee 

2. Any Faculty member may^ refer a problem to a Chairman of a Standing 
Committee . 

a. If clearly within its province, the Committee may ^pceed, 
informing the Executive Committee of the topic and its 

source . ' . ' ■ 

b. Doubtful areas must be -cleared through the tJhairman of the 

Faculty. 

3. Students should channel business through their Central Council, 
their representatives on the Standing Committees of the Faculty- 
Gena^e, or the Chairman of the Faculty. 
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Level of Functioning of the v Committees 

1. The Standing Committees will conduct their appropj-iate routine business 

vithin the policies of the College. 
^2. The Standing Committees may provide appropriate sub-committees- 

a. The Chairman of any sub-committee shall be a member of the 
par^t Standing, Committee . 

b. The sub-committee is responsible to the parent Standing 
Committee. . ^ 

Communication 

1. Sub-committees of the ^Standing Committees of the Senate 

a. ' The charge to the * sub-committee shall be specified in writing- 
This charge and the membership shall be reported to the 
Executige Committee- / - 3^- 

b- When the sub-committee has started a certain dire^^Mon of 
study, the Faculty will be notified through th^Standing 
Committee Chairman's report to the Executiv^-l5ommittee - Sub- 
..^ committee Chairmen ,sha].l be r^esponsible fpr keeping the 
Standing Committee Chairmen informed- Interesi^ed Faculty 
me^nbers are encouraged ' to, attend the' Committee meetings at 
which policies are being formulated- 
c. Each sub-committee should report its recommendations to the 
' parent Committee in writing and give in writing the reasons 
for its recommendations - 
• 2- Secretaries of Standing, Committees of the Senate 

a- Each Standing Corarai'ttee shall choose a member to act as 

Secretary for the preparation and distribution of minutes, 
b- The Secretary of each Standing Committee will be responsible 
' • to see that a copy of the minutes is printed in the Faculty 
Senate - 

3. Chairmen of Committees of the Senate \ 

a. The Chairman of each Standing Committee or sub-committee is 
i^esponsible for announcing the time and place of regular 
meetings in the Faculty Senate - ., 

b. The Committee Chairmen shall place significant parts of agenda 
in the Faculty Senate so that contributions of interested 
Fadulty may affect policies at the Committee. level . 

c. The Chairman of each Standing Committee shall promptly ' inform ^ 
the Executive Committee of New Business- Reports to the 
Executive Committee will highlight the more important parts of 
the Committee minutes and keep the Executive Committee and 

' ' Faculty informed as to the work of the sub-committees - 
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